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If you want to dramatically reduce repetition, stress, and at least 2 
Hours of daily overtime... 


...And exponentially increase your chances of a promotion, pay 
raise or new job... 


...Ihen join me in this FREE Excel Online Masterclass Training 
where I will cover the Top 10 Secret Excel Productivity Tips... 


... Covering Formulas, Pivot Tables, Dashboards, Flash Fill, 
Shortcuts PLUS MORE! 


Click on the link below to register for FREE and ADVANCE your Excel 
skills today: 


(2° FREE Excel Online Masterclass Trainin 


101 EXCEL BOOK SERIES 


Check out our best selling Excel eBooks at discounted prices now! 
Learn the 101 Most Popular Excel Formulas, 101 Ready To Use 
Excel Macros and 101 Ways to Master Excel Pivot Tables! 


vp View All Our Excel eBooks: https://ebooks.myexcelonline.com/ 


We have also created paperback book versions of our 101 Book 
Series which you can have delivered to your home via Amazon: 


vp View Our Amazon Paperback: 101 Most Popular Excel Formulas: 
https://www.myexcelonline.com/101FormulasPaperback 


vp View Our Amazon Paperback: 101 Ready To Use Excel Macros: 
https://www.myexcelonline.com/101MacrosPaperback 


vp View Our Amazon Paperback: 101 Best Excel Tips and Tricks: 
https://www.myexcelonline.com/101 TipsPaperback 
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Access a library of 1,000+ Microsoft Excel & Office video training tutorials, 
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Plus, all of the following Microsoft Office 365 courses on: 


Word, Outlook, PowerPoint, Access, Teams, OneNote, Project, Visio, Power 
Apps, Power Automation, SQL, SharePoint, Forms & MORE! 


vp Click Here To Learn More 
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EXCEL EXPERT CONSULTATIONS 


Need help with your Excel workbook? 


We offer fast, expert consulting help to solve your Excel problems 
quickly on: 


Formulas, Macros, VBA, Pivot Tables, Charts, Dashboards, Power ВІ, 
Power Query, Modifying Templates, Recovering Corrupt Files, 
Access, Microsoft Office plus More! 


vp Click here to get a Free Consultation Quote 
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HOW TO USE THIS E-BOOK 


Excel as a tool gets better everyday with new features being 
released. That means many more tips to unearth and learn! Adding 
these top Excel tips to your Excel toolbox will make you stand out 
from your peers and help you accomplish more in a shorter time. It 
will also turn you into an Excel guru, so watch out! 


To get the most value out of this book, please download the 
workbooks below and practice the 101 Excel Tips in this eBook. 
Then follow our step by step guide. 


Make mistakes! That is fine. You may not get it the first time around 
(we certainly didn’t) but when you do, you will be a step closer to 
Excel stardom! 


Here is the download link that has all the workbooks covered in 
this eBook. We are using Microsoft Office 365 for the majority of 
this eBook as this has all the latest features. 


The Table of Contents (pages 7-11) is interactive & will take you to 
an Excel Tip within this eBook with a mouse click! You can also click 
on the Header of each page to go back to the Table of Contents or 
the start of each Excel Tip Section. Read on and enjoy what the 
world of Excel has to offer. 
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Why Excel? 


Microsoft Excel is a very powerful software application which was 
developed by Microsoft in 1985 and is used by over 800 million 
users worldwide and more than 95% of users don’t know its full 
capabilities and true power. 


An Excel Spreadsheet is the go-to software to analyze, sort, or 
create financial presentations with key business insights. 


It is widely used by organizations for calculating, accounting, 
preparing charts, budgeting, project management, and various 
other tasks. The different uses of an Excel spreadsheet are in fact 
limitless! 


Let us quickly go over the basics of using Excel. 


Opening an Excel Spreadsheet 
To open an Excel Spreadsheet, follow the steps below: 


STEP 1: Click on the Window icon on the left side of the Taskbar and 
then scroll below to find “Excel”. 


Excel 


б 


Feedback Hub Microsoft Store Your Phone 


FileZilla FTP Client 


е { PX) hulu 


Solitaire 
Get Help 


Google Chrome 


Gyazo 


28| гуу ri c 2 


ХЮ Type here to search [e 
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STEP 2: You can either click on the “Blank Workbook’ button to 
open a blank Excel spreadsheet or select from the list of pre- 
existing templates provided by Excel. 


eu mx 
Excel h for online templat >] m 
Suggested searches: Business Charts Planners and Trackers Personal Lists Budgets — Financial Management Switch account 
Recent FEATURED PERSONAL 
aan 
Seasonal illustrated any year Any year one-month calendar 
calendar 
— == 
=m 
- Bill To + 
= ===. 
= 
3 De 
Academic calendar Monthly company budget Household monthly budget Blue invoice 


lag Open Other Workbooks 


P& Туре here to search 


To open an existing Excel spreadsheet, click on the “Open Other 
Workbooks” and select the Excel sheet you want to work on. 


1 l _ —_ ee ee 
2 
3 
4 
5 | 
1 
1 i L _ 
Blank workbook Seasonal photo calendar 

Blank workbook 

BUDGET OVERVIEW 
ES o — 
ae ee nis 

аты = : 
Academic calendar Monthly company budget 


Оў Open Other Workbooks 


Æ Type here to search 
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STEP 3: An Excel spreadsheet is now opened and you are ready to 
explore the wonderful world of Excel. 


My First Excel File - Excel 


in 
5 Share 

: wo == ] Г А 02€ 4 

[p еы Jm JAA) ==  ®- uses General - e g p SRE LIO 4 

Past === ax 0 | Conditional Format as Cell | Insert Delete Format Sort & Find& | Ide 

BIU ay A == E © 
3 = = e| ee кес $-%» 0 | Formatting» Tablev Styles~ ee € ~ Filter Select 
Clipboard Font Alignment Number Styl Cell: Editing Id a 
Al f E 1 
А B [4 D E F G H І J K L M N о P Q R 5 T u v w 
Excel d 


Understanding the Different Elements of an Excel 
Spreadsheet 


To explore the different ways on using Excel you should be familiar 
with the different elements of Excel first. 


Excel Workbook and Excel Worksheet are often used 
interchangeably, but they do have different meanings. An Excel 
Workbook is an Excel file with the extension ".xlsx" or ".xls" whereas 
an Excel Worksheet is a single sheet inside the Workbook. 
Worksheets appear as tabs along the bottom of the screen. 
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File Home Insert Page Layout Formulas Data Review View p 
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Now that you are clear about these two terms, let's move 


forward and 


understand the layout of an Excel Spreadsheet. It 


is a crucial step if you want to know how to use Excel 


efficiently. 
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Excel Ribbon 


The Excel Ribbon is located at the top of the Excel Spreadsheet and 
just below the title bar or name of the worksheet. It comprises 
various tabs including Home, Insert, Page Layout, Formulas, Data, 
etc. Each tab contains a specific set of commands. 


We are using Microsoft 365 for the majority of this book. 


My First Excel File - Excel 


By default, each Excel spreadsheet contains the following Tabs - 
File, Home, Insert, Page Layout, Formulas, Data, Review, and 
View. 


e File Tab can be used to Open a new or existing file, Save, 
Print, Share/Export/Publish a file, see your Account details, 
give Feedback and customize Excel with its various Options 


e Home Tab can be used to copy, cut, or paste cells, format data 
with Fonts, Alignment, Number, Styles, Conditional Formatting, 
Excel Tables, Cells, Sort & Filter, Find & Select and Analyze 
Data with Ideas. 


e Insert Tab can be used to insert Pivot Tables, Tables, Pictures, 
Illustrations, Charts, Maps, Pivot Charts, Sparklines, Links, Text 
Boxes, Word Art and Symbols. 


e Page Layout Tab can be used to prepare the Excel 
spreadsheet for printing and exporting data. You can change 
the Theme, Margin, Orientation, Size, Print Area, and the 
Background. 
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e Formula Tab in Excel can be used to insert a Function, define 
Names, and has tools to audit Formulas. 


e Data Tab can be used to Get Data from different sources, 
Manage Queries, Sort & Filter, Remove Duplicates, Data 
Validation, Convert Text to Columns, and perform Forecasting. 


e Review Tab can be used to Insert Comments, Protect the 
Workbook, Check Spelling, Track Changes, and perform 
Translations. 


e View Tab can be used to change the view of the Excel Sheets 
and make it easy to view the data. You can also Zoom In, Out 
and Freeze Panes. 


You should be familiar with these tabs so you can understand how 
to use Excel efficiently. You can even customize these Tabs using 
the following steps: 


STEP 1: Right-click on the ribbon and click on “Customize the 
Ribbon" 
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Add to Quick Access Toolbar 


Customize the Ribbon... 


Collapse the Ribbon 
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STEP 2: An Excel Options dialog box will open, click on the New 
Tab. 
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STEP 3: Select that newly created tab and click on Rename and give 
ita name e.g. Custom and then press OK 
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STEP 4: Now you can add the command(s) that you want to this 
newly created Tab by simply clicking on a command from the 
Popular Commands drop down and click on Add >> and then press 
OK 
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This will create a New Tab called "Custom" with a popular command 
"Center". 
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Under each Tab, there are various buttons grouped together. For 
Example - Under the Home Tab, all font-related buttons are bundled 
together under the Group name "Font". 
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AutoSave (8 оҥ) My First Excel File - Save 
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You can access other features related to that group by clicking on 
the small arrow at the bottom right hand corner of each Group. 
Once you click on that arrow, a dialog box will open up and you can 
make further edits. 
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There is also a search bar available next to the tabs which was 
introduced in Excel 2019 and Office 365. You can type the feature 
that you are after and Excel will find it for you. 
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My First Excel File - Saved Sign in в = a 
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You can also collapse the ribbon to provide extra space in the 
worksheet by pressing the keyboard shortcut Ctrl + F1 or by right- 
clicking anywhere on the ribbon and then clicking "Collapse the 
Ribbon’. 


AutoSave СЕ = ~ © ГС) 200 
File Home Insert Page Layout Formulas Data Review View Pp 
Nn Р Calibri “П «AA | = == Br | Wrap Text 
+ rti Y == = £2 [£3] Merge & Center Y 
Add to Quick Access Toolbar E e ацы Í 
Customize the Ribbon... 
Collapse the Ribbon EJP ERSS H | 


vate 


This will collapse and hide the Ribbon! Press Ctrl + F1 to show the 
ribbon again. 
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e (5 3 ES My First Excel File - Excel 
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Formula Bar 


Excel's Formula bar is the area just below the Excel Ribbon. It 
contains two parts - on the left is the name box (it stores the cell 
address) and on the right is the contents of the currently selected 
cell. It is used to type values, text or an Excel formula or function. 
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You can hide or unhide the formula bar by checking/unchecking 
"Formula Bar" under the View Tab. 
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Show the formula bar so you can 
y 
A B с see formulas in cells. 


You can also expand the formula bar if you have a large formula and 
its contents are not entirely visible. Click on the small arrow at the 
end of the formula bar and it will be expanded. 
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My First Excel File - Excel 
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The expanded formula bar: 


Al Е f Excel 
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Working with Worksheets 


At the bottom left hand corner of the worksheet, all the Excel 
worksheets are shown. You can access an Excel sheet by simply 
clicking on it. 


To add more Excel sheets, click on the “+” sign next to a Sheet 
which will add a new blank Excel Sheet. 
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Sheet Sheet2 


Ready Е 


Cx Accessibility: Investigate 


You can reorder the Excel sheets in your workbook by dragging 
them to a new location with your left mouse button. 


You can also rename each Excel sheet by Right Clicking on a Sheet 
Name > Click on Rename > Type the Name > Press Enter. 
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Ready 


Shee 


Go to Table of Contents 


Insert... 
EE Delete 
Б ename 
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Move or Copy... 


iew Code 
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Vi 
Protect Sheet... 
Tab Color > 


Hide 


Select All Sheets 


Cy Accessibility: Investigate 


At the bottom right of the Excel spreadsheet, you can quickly zoom 
the document by using the minus and plus symbols. To zoom to a 

specific percentage, in the ribbon menu go to the View tab » Click 
Zoom » Click on the specific percentage or type in your custom 


96 » Click OK. 


B az Ва mc 


There are different Excel workbook views available at the left of the 
zoom control: Normal View, Page Break View, and Page Layout 
View. You can select the view as per your choice. 
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Cell & Excel Spreadsheet Basics 


Any information including text, number, or an Excel formula can be 
inserted within a Cell. Letters are used to label Columns and 
numbers are used to label Rows. 


An intersection of a Row and Column is called a Cell. In the image 
below, cell C4 is the intersection of Row 4 and Column C. 
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You can refer to a series of cells as a range by putting a colon 
between the first and last cells within the range. For example, the 
reference to the range starting from Al to C10 will be Al: 

C10. This is great when you are using an Excel formula. 


You can also select a range of cells by left clicking on the mouse 
and scrolling down/up/left/right. 
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Now that you are familiar with the different elements in an 
Excel Spreadsheet, let's show you how to use Excel to enter 
data and do some calculations! 


Entering Data in an Excel Spreadsheet 


Follow this step -by-step tutorial on how to use excel to enter data 
below: 


STEP 1: Click the cell you want to enter data into. For Example, lets 
enter some sales data, so click on A1 


Why Excel? | 29 ) EXCEL TIPS 


Go to Table of Contents 


Go back to Excel Tips 


AutoSave (@ Off) 


Formulas Data Review V 


File Home Insert Page Layout 
Nn г | Calibri “МО А“ А | = =—= 9. 2bwap 
Е BIU- Hy ФА, = = = r5: Еме 
Clipboard [Гу Font Гы Alignment 
Al т: fe 

A B С | р | Е | F | G H 


STEP 2: Type what you want to add, say, Date. You will see that the 
same data will be visible on the Formula Bar as well. 
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STEP 3: Press Enter. This will store the written data оп the selected 
cell and move the selection to the next available cell, which is A2 in 


this example 
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To make any changes in the cell, simply click on it and make the 


changes. 


You can copy (Ctrl + C), Cut (Ctrl + X) any data from one Excel 
worksheet and paste it (Ctrl + V) to the same or another Excel 


worksheet. 


Basic Calculations in an Excel Spreadsheet 


Now that you have understood how to use Excel to enter data, let’s 
do some calculations on the data. Let's say you want to add two 
numbers: 4 and 5 in the Excel spreadsheet. 


Follow the steps below on how to use Excel to add two numbers: 
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STEP 1: Start with the = sign to tell Excel that you are ready to enter 
a calculation. 
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STEP 3: Type the + symbol to add 
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STEP 4: Type the number 5 


AutoSave @ Of) a^ s ГС) = 
File Home Insert Page Layout Formulas Data Review 
» ГЕ ' 
a ў B IU EM Q^ A ЕЕЕ ЕЕ оа И 
Clipboard fy Font Alignment 
SUM d X v fæ =4+5 
A B б р Е F | 
=4+ 


STEP 5: Press Enter. 
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You will see the result 9 is displayed in the cell Al and the formula 
is still displayed in the formula bar. 


Let’s try to use a cell reference to make calculations. 


In the example below, you have Column A that contains the number 
of products sold and Column B that contains the price per product 
and you need to calculate the total amount in Column C. 
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To calculate the total amount, follow the steps below: 


STEP 1: Select cell C2 
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STEP 2: Type = to start the formula 
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STEP 3: Select cell A2 with your mouse cursor or by using the left 


arrow key to go left 2 cells. 
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STEP 4: Type the multiplication sign * 
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STEP 5: Select cell B2 with your mouse or using the left keyboard 
arrow 
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STEP 6: Press Enter and уои will see the result 
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You can use various calculation operators, such as Arithmetic 


Comparison, Text Concatenation and Reference operators that will 


be useful for you to have a clear and complete idea on how to use 
Excel. 


Saving an Excel Spreadsheet 


To save your work in Excel, click on the Save button on the Quick 
Access Toolbar or press Ctrl + S. 


Bookl - Excel 
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If you are trying to save a file for the first time, then follow these 
steps: 

STEP 1: Press Ctrl + Shift +S or Click on the "Save As" button under 
the File tab. 
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Name 
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STEP 2: Click on "Browse" and choose the location on your desktop 
where you want to save the file. You can also save it on the cloud 
using OneDrive. 
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STEP 3: In the File name box, enter a name for your new Excel 
workbook. 
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STEP 4: Click Save 
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Excel is a completely unexplored & exciting world for you right now 
and you are going to learn so much along your journey. 


My advice is to take baby steps, learn how to use one Excel feature, 
apply it to your data, make mistakes and keep on practicing! 


Follow through with the Excel Tips in this book and your Excel 
confidence will skyrocket! 


Now it’s time to explore the various Excel tips... 
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Excel 2019 VS Office 365 


Which is better? 


EXCEL 2019 


VS 
OFFICE 365 


Ever wondered what is the difference between Excel 2019 and 
Office 365? Look no further as we will give you a detailed 
comparison on Excel 2019 VS Office 365! 


We will be using Excel 2019 and Office 2019 interchangeably as 
they pertain to the entire package. 


First things first, what is the main difference between the two? 


If you purchase Office 2019, this is a perpetual license wherein 
you pay once and you own it forever. 


Office 365 on the other hand is subscription-based, you either pay 
a monthly fee or annual fee to keep on using it. 


On paper, the own-it-forever sounds better right? But there is more 
than meets the eye, keep on reading! 
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Cost Comparison 


Let us have a look first from a cost standpoint, here's a table that 
compares the subscription based Office 365 versus the perpetual 
Office 2019: 


Product Inclusions Typ 


е 
Office 365 Ноте Subscription 
Ge goon 
Ф Ф d "t n Ф 8 Subscription $69.99 1 1 $69.99 
cm Ф Perpetual $149.99 1 3 $50.00 


Office 365 has two offerings: 


Cost Users Years Cost / User / Year 
$99.99 6 1 $16.67 


Office 365 Home allows you to have 6 users maximum just for 
$99.99 a year 


Office 365 Personal allows for 1 user for $69.99 a year 


Which means if you have at least 2 users, then Office 365 Home 
becomes a better deal instantly as compared to Office 365 
Personal. 


For Office 2019, we are making the assumption that the software 
has 3 years of ownership, before you upgrade your software to the 
newer version. This allows us to compute to a cost of $50.00 a year. 


And if you see the inclusions, there are more Office Applications 
included in the Office 365 package. (e.g., Outlook, Publisher, 
Access, OneDrive, Skype). 


So from a cost perspective, Office 365 Home is the better deal, 
assuming you have at least 2 users (up to a maximum of 6!). 
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Value Comparison 
From a feature’s perspective are they exactly the same? 


Office 365 has one major advantage over Office 2019: Office 365 
constantly gets updated with new features every couple of 
months! 


Office 2019 and Office 365 right now are almost at par in terms of 
features at the time of this writing. However, give it some time, and 
Office 365 will be ahead in terms of the features race. 


Another good thing, is the changes are gradual in Office 365 and 
you get them right away. Compared to the perpetual Office 2019, 
the changes are more drastic when you upgrade from one perpetual 
Office version to another (e.g. Office 2016 to Office 2019). 


Here is an example list of the updates that are new in both Excel 
2019 and Office 365: 


e Custom functions using JavaScript 


e New functions such as IFS, SWITCH, TEXTJOIN, MAXIFS, 
MINIFS 


e Co-authoring for multiple users 
e Assigning default behavior for Pivot Tables 
e 3D Models 


e Custom visuals such as bullet charts, soeedometers and even 
word clouds! 


The list will grow longer for Office 365 each year but in Office 2019, 
there will not be any new updates. 
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Do I need to be online to use Microsoft Office 365?0ne common 
misconception is that with Office 365 is you have to be connected to 
the internet to use it. 


It's not true! Office 365 is installed locally on your computer, 
similar to how Office 2019 is installed. We suggest moving over to 
the subscription model, as it keeps your Office applications up to 
date and you will reap the benefits sooner too! 


Imagine seeing a sparkling new feature, then only to discover that 
your perpetual Office installation does not support it! Office 365 
removes this issue outright, as you get it right away as included in 
your subscription. 


And remember, this does not only apply to Excel, but also to all 
your Office applications as well! (e.g. Word, PowerPoint) 


| hope this has been helpful for you in terms of comparing Office 
365 and Office 2019. If you can get Office 365, | highly suggest 
to go for it! 


(Disclaimer: We do not make any money or are affiliated with 
Office 365; we just want you to have the best solution at the 
most affordable price!) 
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What Excel Version Do You Have? 


If you’re not sure what version you have, go to the File tab of any 
Office application and select Account. 


You will see your version under Product Information. 


Product Information 


Office 


Product Activated 
Microsoft Office Professional Plus 2019 


This product contains 


a dg oguogguc 
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What Excel Version Do | Have? 


We know that Microsoft Excel has different features across different 
versions and there are several Excel versions as the time of writing, 
like Excel 2003, 2007, 2010, 2013, 2016 and 2019! 


So whenever | use Microsoft Excel, | want to know right away which 
Excel Version | am using. And boy, do | get confused to tell 
what Excel Version | am using! 


Not to worry, as I will show you a few cool ways where you can 
determine the Excel Version right away! 


P.S. /f you want to upgrade to the latest & greatest version of 


Microsoft Excel, you can by choosing these Office 365 Business Plans 
here! 


Office 365 


You can see search icon (magnifying glass) at the top. 


AutoSave (8 off) 


5 eview iew 
a av = — 1 = ~ 
^ Celibri 4n ЛАГА" | SSB E. | Bwrap tect General ~|| Fa Em E Eg GR fey > 49 je 4 
B~ : 
BIU + Ar | = = = =F [E Mege& Center + ate «о 00 | Conditional Formatas Cell Insert Delete Format Sort & Find & Ideas 
y 9.4 MES icc ppl $965 =з Formatting» Table Styles ~ “АП е € ~ Fiter~ Select 
Clipboard Гу Font |21 Alignment 8 Number |21 Styles Cells Editing = | Ideas ^ 
Al f 
A 8 c D E F G H ] j K L M N o Р а R s T u 
Г | 
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Microsoft Excel 2019 and 2016 


You can see "Tell me what you want to do" text at the top. 


*  E*Wrap Text General 
22 [F] Merge & Center ~ 


Alignmen 


F 3 


[E 2 
n Conditional Formatas Cell 
Formatting~ Table- Styles ~ 


, гач 
0 €um ou 
BEEN 


Wu ae гасы e 


> AutoSum M AY p 
$] Fill ~ 

Sort & Find & 
Filter ~ Select ~ 


nt n Number Editing 


e 


myexcel3£)nline.corr 


Microsoft Excel 2013 


WHAT? Are you still using this version? 


You can see that the Ribbon tabs are all in Capital Letters! 


HOME 


INSERT PAGE LAYOUT 


myexcel($4)nline.corr 


Sheetl | Sheet2 Sheet3 


FORMULAS DATA REVIEW VIEW 


Sign in 
Z-A | 
т. 27 Ж 


ERR -| F Conditional Formatting EF Insert - 


EF Format as Table ~ EX Delete ~ 


> $- % > | o. 5068 Find & 


ЫЎ Cell Styles = ота Ê~ Filter” Select- 
Number Editing е 


® 


E [E] M] -——4——+ 100% 
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Microsoft Excel 2010 


You can see the Rounded File Menu Button at the top left-hand 
corner... 


)- o E |= Booki - Microsoft Excel ca [е) pd 


Home Insert Pagelayout Formulas Data Review View Developer Ф [7] cg s 


245 RLI A 


Add-Ins COM Insert Desigr XML | Document 
^ Addins| + Mode | - Panel 
Add-Ins Controls Modify 


2 = 
; myexcel(S4)nline.corr 

5 

6 

zi + 
M « ^ мы] Sheet “Sheet? . Sheet3 #2 m il |] >of | 
Ready | 2 - 


Microsoft Excel 2007 


You can see the Rounded Microsoft Office Icon at the top left-hand 
corner... 


fes reise > Booki - Microsoft Excel = aK 
Home | Insert Pagelayout Formulas Data Review Мем Cp Bes 


P T Calibri “іы -= == 5 General = 9 a% Insert 
mà | EE SES "IE ENSE ILE ЕА sm Foe. 8. 07 dh 


PI Bi JA | Zo = l шаши 27 Fiter” Seled 


[6 BL Font. sJ Сайн, | Number “=| Cells. . Editing - 


СТ Зосийу Warning, Applicition add-ins have been disabled. Options... x 
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Microsoft Excel 2003 


The giveaway here is it looks like Windows XP, and this means you 
already need an upgrade! 


ЕЗ Microsoft Excel - Book1 


excel 54)nline con 


* Connect to Microsoft Office Onine 
* Get the latest news about using 
Excel 


* Automatically update this ist from 
the web 


Й Assistance 
g Traning 
qi Communites 
22 
м + » pt \Sheet1 / Sheet2 / Sheet3 / S 
Ready 


Another Way To Find Your Excel Version... 
You can check for the exact Excel version by going to: 
Office 365: File » Account » About Excel 

Microsoft Excel 2019: File » Account » About Excel 
Microsoft Excel 2016: File » Account » About Excel 
Microsoft Excel 2013: File » Account » About Excel 
Microsoft Excel 2010: File » Help » About Microsoft Excel 


Microsoft Excel 2007: Rounded Microsoft Office Icon » Excel 
options » Resources » About button. 
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Microsoft Excel 2003: In the menu go to the Help tab and then 
click on About Microsoft Excel (If you do not see this option in the 
menu you are probably using Excel 2007 or higher!). 


Here is what it looks like in Excel 2016: 


About Microsoft® Excel® 2016 x 


Microsoft® Excel® 2016 MSO (16.0.7329.1017) 64-bit: 


Product ID: 
Session 10: ` 


View the Microsoft Software License Terms 


Portions of International CorrectSpell™ spelling correction system © 1993 by Lernout & Hauspie Speech | + 
Products N.V. All rights reserved. The American Heritage® Dictionary of the English Language, Third 

Edition Copyright © 1992 Houghton Mifflin Company. Electronic version licensed from Lernout & 

Hauspie Speech Products N.V. All rights reserved. PDF Reference, fourth edition: Adobe® Portable 
Document Format version 1.5, © 1985-2003 Adobe Systems Incorporated. All rights reserved. 


Microsoft® Office Proofing Tools 
© 2016 Microsoft Corporation. All rights reserved. 


Certain templates developed for Microsoft Corporation by Impressa Systems, Santa Rosa, California. 
Import/Export Converters© 1988-1998 DataViz, Inc. at www.dataviz.com. All Rights Reserved. 
© 2012 Microsoft Corporation. All rights reserved. 


Warning: This computer program is protected by copyright law and international treaties. Unauthorized 
reproduction or distribution of this program, or any portion of it, may result in severe civil and criminal 
penalties, and will be prosecuted to the maximum extent possible under the law. 


OK 
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10 Excel Double Click Mouse Tricks 


There are a lot of times when the mouse beats the keyboard in 
terms of efficiency in Excel. 


Here are Top 10 Excel Double Click Mouse Tricks for Excel Power 
Users like you! 


You will have a fun time increasing your productivity with these 
tricks! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


#1: Show or Hide the Excel Ribbon 


There are times where we just want more space in our Excel Window 
and it is very easy to hide the Ribbon. 


Double click on the active tab in your Excel Ribbon to hide it. 


Double Click Mouse Tricks.xlsx - Excel 


Power Pivot Q Tell me what you want to do 


APPS c MEN сыг А ee Gta | ast Т ИА ЕСА es [ERE M ESI | EN | КӨ 


pum | 2 | ALL 
| Tog gle th e IR i bbon myexcel$4)nline corr 


1 ~~ м 


Then уои can double click again to show the Excel Ribbon. 
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Double Click Mouse Tricks.xlsx - Excel 


Insert Page Layout Formulas i Power Pivot Q Tell me what you want to do 
Dn oe ree oo FH г 
Е % Cut Calibri +1 <A А == 55. wrap tert General - ia ^ | 
E Copy + p^) p [ 
Paste 5 -|Љ»- А - |= = = |=э= Е > z «0 оо Conditional Formatas Cell 1 
Se WrFomaPie |P T Uj eA SSS Ss Eee corm 5-6. ыш Formatting” Table- Styles ~ 
Clipboard Ta Font Г Alignment fa Number [Ir] Styles 
D13 m Fe 
B F | G H | ! | J | K L | M N о 
1 
— e the Ribbon "тест 
4 N 
~ <2 US =) е VN 4 WI м 
5 “УӘ 
= 


#2: Use Format Painter as Many Times as You 
Want 


This is one very cool trick that saved me a lot of time! | wanted to 
copy the formatting, and | had to click the Format Painter multiple 
times. 


It was cumbersome! Turns out there's an option to lock in your 
Format Painter, so that you can reuse it again and again! 


Pick the cells you want to copy the format from. 


Name EE Exam 2 Exam 3 


95 80 89 
88 85 98 
90 99 89 
Michael Jackson 70 80 77 


Double-click the Format Painter button. 
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File Home Insert Page Layout Formulas Data Review View Power Pivot ( 
hs ^ - = 
M % Cut Calibri -|п <A A EX. geWuplet ( 
psu, EB Сору ~ = 
y - + B. - - IE Sr - 
Е || V Format Painter | Bru HB. Ov Ay Е = = ==з= Merge & Center 
Clipboard Ta Font [Ir] Alignment Ta 
A8 Y А | Name 


- Format Painter 
; Shortcut 


Exam 2 Exam 3 
95 80 89 
88 85 98 
90 99 89 
70 80 77 


You can now apply it again and again without pressing the Format 
Painter button! 


File Home Insert Page Layout Formulas Data Review View Power Pivot 
M 36 Cut Calibri -Jun A4 A = == 88 Y- wrap tert 
р EB Сору ~ 
+ ~ ы + ЖО = = #95 4 
- Y Format Painter mu — 2 Д ==> = | 2= Merge & Center 
Clipboard [г] Font г Alignment 
D8 M fe | Exam3 


lan Wright 
John Michaloudis 
Michael Jackson 
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#3: Rename Worksheets 


Way before | found out about this tip, | had to rename worksheets 
by right-clicking on the sheet name, click on the Rename option, 
then type my name. 


That's a lot of steps! 


An easier way, is to simply double click on the sheet name and 
you Can rename it right away! 


iinter Fill Handle 


#4: Fill Formulas Down Vertically 


Imagine you had a Table, and you are creating a new column based 
on a formula's output. 


You can apply the same formula to the rest of the column with just a 
double-click. 


Pick the cell that contains your formula. 


Product Price | 

| Apple 15 
Orange 22 5 
Grapes 12 6 
Mango 15 3 


Double-click the lower right corner of the cell to copy the formula 
to the rest of the column. 
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15 
J| Orange 22 5 
| Grapes 12 6 
2 Mango 15 3 


You now have your formula applied to the whole column! 


#5: Edit a Shape’s Text Quickly 


If you have shapes, you can quickly edit shapes with just a double- 
click. 


Double-click on your shape and you can edit the text of the shape 
quickly. 


| Sh a pes myexcel (%)nline.corr 


[71m 1 Im [Im Im hadi kadi nl ы ыл 
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#6: Auto Adjust Column Widths 


There are a lot of times when | had data in a column but | could not 
see all of my data because the columns were too cramped! 


Instead of adjusting the columns manually, there is a great double- 
click tip. 


Double-click on the right edge of the column header you wish to 
resize and it will resize the column automatically for you! 


EL A | В 4 A 

1 1 | 

: : Auto 
; ,O/£79. SA ЕУ 
5 5 | 

CUSTOMER 

6 

7 GISLANDOFT DRI LONG ISLANDS ІМС ОЕТ 
8 G ISLANDOFT DRI | LONG ISLANDS INC ЭЕТ 
9 G ISLANDOFT DRI LONG ISLANDS INC ОЕТ 
10 G ISLANDOFT DRI | LONG ISLANDS INC ОЕТ 
11 G ISLANDOFT DRI 11 | LONG ISLANDS INC FT 
12 G ISLANDOFT DRI 12 | LONG ISLANDS INC ОЕТ 
13 G ISLANDOFT ОВ! 13 LONG ISLANDS INC ОЕТ 
14 G ISLANDOFT ОВ! 14 | LONG ISLANDS INC ОЕТ 
15 G ISLANDOFT DRI 15 LONG ISLANDS INC FT 
16 G ISLANDOFT ОВ! 16 | LONG ISLANDS INC ОЕТ 
17 G ISLANDOFT DRI 17 | LONG ISLANDS INC ЭЕТ 
18 G ISLANDOFT DRI 18 | LONG ISLANDS INC DFT 
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#7: Moving Across Cells of Your Data 


Whenever I had a large set of data, | had to painstakingly scroll up & 
down, left to right, to move across the data...and boy, does it take a 
long time to scroll to the end of the data! 


Turns out, there is a trick to quickly move across your data through 
double clicks! 


Pick a cell you want to start on with. 


CUSTOMER PRODUCTS ORDER DATE rte eter SALES d SALES CHANNEL PARTNERS 
YEAR MONTH = 


LONG ISLANDS INC SOFT DRINKS 2012-04-13 24,640 2012 January Acme, inc. 
LONG ISLANDS INC SOFT DRINKS 2012-12-21 24,640 2012 February ei Widget Corp 
LONG ISLANDS INC SOFT DRINKS 2012-12-24 29,923 2012 March Qi 123 Warehousing 
LONG ISLANDS INC SOFT DRINKS 2012-12-24 66,901 2012 April Q2 Demo Company 
LONG ISLANDS INC SOFT DRINKS 2012-12-29 63,116 2012 May Q2 Smith and Co. 
LONG ISLANDS INC SOFT DRINKS 2012-06-28 38,281 2012 June Q2 Foo Bars 
LONG ISLANDS INC SOFT DRINKS 2012-06-28 57,650 2012 July Q3 ABC Telecom 


Double click on the edge of where you want to go to. 


For example, if we double click on the bottom edge of the cell, that 
means we will go downwards to the end of the data. 


CUSTOMER PRODUCTS ORDER DATE Vy dcm sa) hoic CHANNEL PARTNERS 
YEAR MONTH T 


SOFT DRINKS 2012-04-13 24,640 2012 January Acme, inc. 
SOFT DRINKS 2012-12-21 24,640 2012 February = Widget Corp 
SOFT DRINKS 2012-12-24 29,923 2012 March Q1 123 Warehousing 
SOFT DRINKS 2012-12-24 66,901 2012 April Q2 Demo Company 
LONG ISLANDS INC SOFT DRINKS 2012-12-29 63,116 2012 May Q2 Smith and Co. 
LONG ISLANDS INC SOFT DRINKS 2012-06-28 38,281 2012 June Q2 Foo Bars 
LONG ISLANDS INC SOFT DRINKS 2012-06-28 57,650 2012 July Q3 ABC Telecom 


We have been quickly transported to our end of the data, without 
scrolling at all! 
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A B | с D | E F Ge H 
61 LONG ISLANDS INC SOFT DRINKS 2013-10-31 16,853 2013 May Q2 Sirius Cybernetics Corporation 
62| LONG ISLANDS INC SOFT DRINKS 2013-10-28 35,796 2013 June 02 1.5. Robotics and Mechanical Men 
63| LONG ISLANDS INC SOFT DRINKS 2013-10-31 64,825 2013 July Q3 Colonial Movers 
64 LONG ISLANDS INC SOFT DRINKS 2013-11-03 17,929 2013 August Q3 orellian Engineering Corporation 
65 LONG ISLANDS INC SOFT DRINKS 2013-12-01 50,134 2013 September Q3 Incom Corporation 
66| LONG ISLANDS INC SOFT DRINKS 2013-10-31 95,705 2013 October Q4 General Products 
67, LONG ISLANDS INC SOFT DRINKS 2013-02-28 13,178 2013 November Q4 Leeding Engines Ltd. 
68| LONG ISLANDS INC SOFT DRINKS 2013-12-16 22,781 2013 December Q4 Blammo 
69 LONG ISLANDS INC BOTTLES 2013-03-22 59,151 2013 January | Q1 Input, Inc. 
70 LONG ISLANDS INC BOTTLES 2013-04-01 11,014 2013 February Q1 Mainway Toys 
71 | LONG ISLANDS INC ] BOTTLES 2013-10-07 96,469 2013 March Q1 Videlectrix 
72 


#8: Access Chart Formatting Options Quickly 


Whenever I had a chart and wanted to format it, | had to right-click 
the chart to select the formatting options. Turns out it is easily 
accessible through double clicking! 


Double click on the border of your chart to access the formatting 
options. 


(| A B C D E Е G 4 TE a ERN 
1 
2 2, 
> Chart Formattin т 
4 | WE 125% то + Nw Ми М ч чле ч чы ч n 
sl e 
: Options 

= 

8 

E о O 
9 | sum of FINANCIAL YEAR 
10 
11| Sum of FINANCIAL YEAR by SALES QTR 
12 | 40000 
13 | 35000 
14 | з0000 
15 | 25000 
16) 20000 9 
17 | 15000 
18 | 10000 
19| 5000 
20 0 
2 Q1 Q2 Q3 Q4 
22| SALESQIR т 
эз ) © O 


The Format Panel is shown right away. 
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#9: Show Pivot Table Data 


Have you ever been given a Pivot Table, however you wanted to 
investigate the source data behind it to gain a better understanding? 


Double click will help you with this too! 
Have your Pivot Table ready. 


Pick a cell that you wanted to drill down on. In our example, ОТ 
Sum of FINANCIAL YEAR 


_ SALES QTR ~ Sum of FINANCIAL YEAR 
m | 36222] 


Q2 30183 
Q3 30183 
Q4 30183 


Double click on that cell. 
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Excel will open a new worksheet with the data relating to that 
cell. 


(This data is for show only and any changes made here will not be 
reflected in the Pivot Table. You can press CTRL + Z to delete this 
new Sheet). 


Allied Biscuit 


Sto Plains Holdings 


* > ..| Column Widths Movement Chart Formatting | Sheet2 | Pivot Table Data Close Workbook .. ® : [+ 


#10: Close Workbook 


You can also use the double click to close your Excel Workbook! 


Go to the upper left corner of your Excel Application. 


Double click on it and your Excel Workbook will close. 


H € - Double Cli louse Tricks.» 
і Ноте Insert Page Layout Formulas Data Review View Power Pivot 
Table Name Summarize with PivotTable EG [М E] Properties [v] Header Row | |First Column 
Table ВД Remove Duplicates » ГД Open in Browser | [ ] Total Row | | Last Column 
^ : = Insert Export Refresh ў - me 
Œ Resize Table са Convert to Range Slicer - ~ C92 Unlink |V| Banded Rows | | Banded Colum 
Properties Tools External Table Data Table Style Optior 


Al M fæ CUSTOMER 
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3 Excel Keyboard Tips for Power 
Users 


There are a lot of hidden keyboard tricks to increase your efficiency 
in Excel. | am surprised myself with these hidden gems! 


Here are Top 3 Excel Keyboard Tips for Excel Power Users like 
you! 


You will have a fun time increasing your productivity with these 
tricks! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


POWER TRICK #1: Display the Format Cells Dialog 
[CTRL - 1] 


| used to have workbooks full of unformatted text and | want to 
check how to format them quickly and see the list of possible 
options. 


Thankfully, here's a quick tip that will speed up this process by 
using a keyboard shortcut to display the Format Cells Dialog! 


Let us use an existing workbook with unformatted phone numbers, 
and let us fix the format of this! 
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PHONE NUMBER 


18171234567 


18171234568 


18171234569 


18171234575 
18171234579 


STEP 1: To quickly change the formatting, select all the cells. 


PHONE NUMBER 


18171234567 


18171234575 
18171234579 


Press on your keyboard: 


CTRL + 1 


STEP 2: Select the Format that best applies to what you need. Go to 
Special > Phone Number > English (United States) 


Click OK. 
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Format Cells : т 
Number Alignment Font Border Fill Protection 
Category: 
General Sample 
Number 
1817) 123-4567 
Currency (1817) 123-456 
Accounting Type: 
a Zip Code 
ime i 
Percentage Zip Code + 4 
i Phone Number 
Fraction ery: P rms 
Scientific ocial Security Number 
Text 
Custom 


Locale (location): 


English (United States) x 


Special formats are useful for tracking list and database values. 


Your Phone Numbers are now formatted. 


PHONE NUMBER 


(1817) 123-4567 


POWER TRICK #2: Changing Enter Key Behavior in 
Excel [ENTER] 


Data Entry in Excel is a tedious process if Excel does not play its 
part. The great thing with Excel is it is very customizable. One of the 
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common scenarios is when | want Excel to move in a different 
direction when | press the ENTER key. 


The normal behavior for the ENTER key is to move downwards. 


However, in our scenario, I'm trying to list down the exam scores 
for each student, so it would make sense every time | press the 
ENTER key, we would move from left to right: 


Homer Simpson 
lan Wright a 


John Michaloudis 
Michael Jackson 


STEP 1: Go to File. 


Insert Page Layout Formulas 


wy Ее Wrap Text ( 
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E Merge & Center ~ 


Clipboard Ta Font Ta Alignment Гы 


STEP 2: Со to Options. 


Account 


Options Х| 


Feedback 
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STEP 3: Go to Advanced > After pressing Enter, move selection > 
Direction: Right. 


This will change our ENTER direction from Up to Down, into Left to 
Right. 


Excel Options 
General . ; А 
Advanced options for working with Excel. 
Formulas 
Proofing Editing options 
Save v| After pressing Enter, move selection 
Language Direction: 


— = 


Customize Ribbon 
v| Enable fill h 


Quick Access Toolbar 7] Alert be 


STEP 4: Try it out! Enter a couple of scores and press ENTER. It will 
now move to the right, now data entry just got a lot more fun! 


| Homer Simpson 95 100 
| lan Wright 

John Michaloudis 

Michael Jackson 


POWER TRICK #3: Move Over Multiple Worksheets 
[CTRL + PAGE UP / PAGE DOWN] 

There are a lot of times when | had workbooks with a lot of 
worksheets inside. Whenever | had to check each sheet one by 


one, it was a tedious process as | had no choice but to click the 
sheets one by one! 
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Thankfully, here's a quick tip that will speed up by using a 
keyboard shortcut to move over multiple worksheets! 


Let us use an existing workbook with multiple worksheets to 
demonstrate this. 


Our workbook has multiple sheets inside: 


Move Over Multiple Worksheets Ribbon Format Painter Rename Me Fill Handle Shapes .. (+) 
Ready A E p- H + 100% 


STEP 1: To move to the right, press on your keyboard CTRL + PAGE 
DOWN: 


e Fill Handle Shapes ... (€ 
Ready ШИШ E) n- L 


STEP 2: To move to the left, press on your keyboard CTRL + 
PAGE UP: 


» love Over Multiple Worksheets ibbon ename Me Fill Handle Shapes ... (€ < > 


BONUS TRICK: Repeat Last Action in Excel [F4] 


Many times, you might have faced a situation where you need to do 
a bunch of tasks repeatedly while working on an Excel worksheet. 


You may need to insert a blank row or column, add a black 
border, red fill to a cell, and repeating the same task again and 
again can be quite time-consuming. 


If you want to insert blank rows multiple times using the F4 
keyboard shortcut, follow the steps below: 
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STEP 1: Select the row above which you want to insert a blank row. 


d A B B D E E G H 1 
Е | "wexcel/34)nline con 

1 

- > Repeat Last Action 

4 

; CUSTOMER _—— 

rf Acme, inc. April 

8 

9 


STEP 2: Right-Click and select Insert. 


File Home Insert Page Layout Formulas Data Review View Help Power Pivot Ta 
Nn т Calibri 42 AK = 4v. ab Wrap Text General 
X ти ПК oy А ~ ez эс [&] Merge & Center Y $- 96 9 < + 
ПЕ Сору Font [E] Alignment [7] Number 

| [B Paste Options: ; А | Widget Corp 


о Meat Last Action 


] Format Cells... 
Row Height... 


| | REGION | ORDER DATE SALES MONTH YEAR 
E "WES ~ | ai 15 $ сс + 3 = Zr vat | 


a eee SEU 
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A new row is added! 


4 A B c D E E G 


> Repeat Last Action 


CUSTOMER REGION ORDER DATE SALES MONTH YEAR 


15-02-15 $ 57,088 CER 2014 


SOUTH 22-08-15 $ 63,116 


NORTH $ 57,650 August 2015 


15 : SESE ESS FETS NEES SS 


2 
3 

4 

5 

6 

d ; 

8 ТОО ae ee eee ee _ 
9 NOF ) ‚ 

10 

11 

12 


June 2014 


STEP 3: To repeat this action, simply press F4. A new row is added! 


4 A B c D E F G 


FA "we 
» Repeat Last Action 


CUSTOMER REGION ORDER DATE SALES MONTH YEAR 
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333 Shortcuts for Windows and Mac 


Microsoft Excel is a powerful tool which has many Excel keyboard 
shortcuts to make you faster and more efficient. The left column 
contains shortcuts for Windows, while the right column has Mac 


shortcuts. 


Frequent Keyboard Shortcuts 


Add borders 


Add or remove filter 


Bold 


Center align cell contents 


o 


UOSC 


Delete column 


Display find and replace (find) 


Display find and replace (replace) 


Find next match 

Find previous match 
Hide selected columns 
Hide selected rows 
Left align cell contents 
New workbook 

Open context menu 
Open workbook 


Paste 


Em 
590 
ae 


шова сг 


=O 
DE 
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Print 
Remove cell contents 


Right align cell contents 


Undo 

Unhide columns 
Unhide rows 
Zoom in 


Zoom out 


nooo 
Oe 


Inside the Ribbon Shortcuts 


Activate selected button 


Expand / collapse the ribbon 


Move to left command 
Move to right command 


Move to submenu when a main menu is open 


Move to the next command in open menu 
Open a context menu 

Open the list for selected command 

Open the menu for selected button 
Select active tab and activate access keys 


Select active tab and activate access keys 


Alt 


F10 


Go to Table of Contents 


Eu 
EG 
CIE) 
ООВ 
EJ JE) 
EIIE3IH 
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Cell Navigation Shortcuts 


Cycle through text boxes / images 
Enter the End mode 


lavigation of text boxes / images 


Extend selection of cells to last used cell 


Move one cell down 


Move one cell left 


Move one ce right 


20g 


Move one cell up 
Move one screen down in worksheet PeDn 
Move one screen left in worksheet Alt PgUp 


one screen right in worksheet 


Move one screen up in a worksheet 


© 
® 


Move to beginning of a worksheet 


о 
Ф 
c! 


o bottom edge of data region cel | 


Move to cell in the upper left corner 


Move to last cell on a worksheet End 
ove to left edge of data region Ctr < 
ove to next cell to the right Tab 


Моме to next sheet in workbook 


Viove to previous sheet in workbook 


Move to right edge of data region 


Move to the previous ce 
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Formatting Cell Shortcuts 


Apply Currency format 

Apply Date format 

Apply General format 

Apply Number format 

Apply or remove bold formatting 
Apply or remove italic formatting 
Apply or remove strikethrough formatting 
Apply or remove underline 
Apply outline border to cells 
Apply Percentage format 

Apply Scientific format 

Apply Time format 


Check spelling 

Copy formula from above cel 
Copy selected cells 

Cut selected cells 

Display the Quick Analysis options 
Edit active cell 

Enter current date 

Enter current time 

Fill down from cell above 


Fill right from cell left 
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Со to Table of Contents 


ООО 
ООО 


aja 


ЧО 
LJ 
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Format fonts in Format Cells dialog 
Insert a note 
Insert Table 

Insert threaded comment 

Open and edit a note 
Open and reply to threaded comment 

Open Delete dialog to delete cells B B 

Open Format Cells dialog 

Open Insert dialog to insert cells [-] 
Open Paste Special dialog 
Open the Insert hyperlink dialog 

Paste selected cells mn 
Remove outline border to selected cells n [| 
Show or hide objects 

Show or hide outline symbols 2 

Toggle formulas on and off 8 


f 


co 
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Making Selection Shortcuts 


Complete cell entry and select above cel 
Extend cell selection downwards 
Extend cell selection to the left 


Extend cell selection to the right 


Extend cell selection to top 


Extend cell selection upwards 


Extend selection to last right cell 


Extend selection to last top cell 


Fill selected cell range with the current entry 


Repeat last action 


Select all objects when an object is selected 


Select current and next worksheet 


Select current and previous worksheet 


Select current region around the cell 


Select differences in column 


Select differences in row 


Select entire column 


ntire row 


un 
Ф. 
(D 
N 
+ 
(D 


Shift 
Shift 


Go to Table of Contents 


Return 


[5] [2] E] 5] 
HOF 


Ao 
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Select entire worksheet 

Select first command on menu 

Select only visible cells B 
Start a new line 
Toggle add to selection mode 
Toggle extend mode F8 

Undo last action 


Ribbon Tab Shortcuts 


Go to Search field Alt 8 Q 

Open Data tab Alt 
Open File page 
Open Formulas tab Alt M 

Open Home tab Alt 
Open Insert tab 
Open Page Layout tab Alt 
Open Review tab Alt 
Open View tab Alt E w 
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Working with Formula Shortcuts 


Autosum selection of cells Alt B 


Calculate active worksheet Shift Ё ғо 
Calculate all worksheets F9 

Cancel entry in formula bar Esc 

Complete entry in formula bar Enter 

Copy the value from the cell above Ctrl Bg 
Create chart in a new sheet F11 


Create embedded chart Alt 


Define name for references Ctrl F3 
Display function arguments dialog Ctrl 


Display message for error checking button Alt F10 


Edit active cell F2 


Expand or collapse formula bar 
Force Calculate all worksheets 

nput array formula 
nsert a function 

nsert function arguments 


nvoke Flash Fill Ctrl E 
Move to end of text when in the formula bar End 
Move to next record of data form Enter 
Open macro dialog Alt M F8 


A 


Open Visual Basic For Applications (VBA) Editor F11 


Select text in formula bar to end 


oggle absolute or relative references 
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Power Pivot Shortcuts 


Delete table Ctr 


Move table Ctr M 
vlove to first cell in table Ctr Home 


о 
Ф 
ct 
5 

Ti 
ra 
e 
(D 


| of row Ctr 


Viove to next table 


o 
(b 
ct 
[e] 


o previous table Ctr PgUp 


[e] 
D 


to the first cell of column Ctr 


e to the last cell of column Ctr 


ra) 
(b 


Recalculate all formulas 


Redo last action Ctr! 
Rename table Ctr 
аў" 


(л 
= 
о 


Select cells to first column cell 
Select cells to first row ce 


Select cells to last column cel PgUp 


Select cells to last row cell 


Select current column 
Select current row 


Select entire table 
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Function Key Shortcuts 


Add non-adjacent cell to a selection Shift $ F8 


1 
5 


Add or update cell note Fn 
Calculate all worksheets F9 Fn F9 
Calculates active worksheet Shift B F9 
Close Excel 

ose workbook window Ctr 
Create chart of the selected range F11 
Display message for error checking button Alt 
Display shortcut menu Shift M F10 
Edit the active cell F2 

Force calculate all worksheets Ctr At 8 F9 

nsert new worksheet Alt M Shift F1 
nsert new worksheet Shift 1 
Maximize workbook Ctrl F10 
Minimize workbook Ctrl F9 

Open Excel Help 

Open Go To dialog F5 

Open Insert Function dialog F3 
Open Macro dialog Alt 


б 


оо 


Open print preview Ctrl B c [*] 
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Open Save As dialog F12 
Open Spelling dialog F7 
Open VBA Editor Alt 


Open Thesauru 


л 
un 
- ig 
m 
-n 
- 


Perform moving of window Ctrl 

Perform resizing of window Ctr 

Repeat last action 
Restore window size of workbook F5 


Show or hide ribbon Ctrl g ғ [4] 
Switch panes 
Switch panes in reverse F6 
Switch to next workbook 
Toggle extend mode 


Drag and Drop Shortcuts 


Drag and copy 


Drag and cut Drag Drag 


ә 


Drag and insert Drag 
Drag and insert copy 
Drag selection to worksheet 


Drag to duplicate the worksheet 
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Macros and VBA Shortcuts 


Autocomplete code Ctr Space 
Delete line of code Ctr 
Open Intellisense Dropdown Ctr 


Open Visual Basic For Applications (VBA) Editor Alt En F11 


Redo last action 
Show quick info Ctr ü 
Step through code F8 [] 


Pivot Table Shortcuts 


Group selected items 
Hide selected item or field B 
Open Calculated Field dialog B 


Open field list for cel Alt 

Select entire table Ctrl + 
Select first item in Field List Home 

Select last item in Field List End 

Select next item in Field List 

Select or clear a check box Space 

Select previous item in Field List 


Ungroup selected items Alt 
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Power BI Shortcuts 


Activate Selection pane F6 


Collapse a table 

Comment lines in DAX B 
Comment multiple lines in DAX 
Copy line down in DAX 
Copy line up in DAX 
Create line break with auto-indent 
Delete a word in DAX 


Delete multiple lines in DAX Ctrl ES к 


Enter lines of code in DAX Ctr 
Enter lines of code in DAX Ctr Alt 
Expand a table 

Find the highlighted word 


Go to line number in DAX Ctrl 
ndent line in DAX сп li 


nsert cursor in DAX 

nsert line above in DAX 
nsert line below in DAX 

nteract with a Slicer 
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Jump to matching bracket in DAX Ctrl gm A] 


Move an object down in layering Ctr 


Move an object up in layering Ctr Shift F 
Move focus backward in section 
Move focus between sections 
Move focus forward in section 
Move focus to Visual menu 
Move line down in DAX 

Move line up in DAX 


Multi-select 


Multi-select objects 


New line in DAX 


Open context menu 


Outdent line in DAX 


Restart Intellisense 


Select all occurrences of current selection 


Select all occurrences of current word «ua B 


Select an object 
Select current line in DAX 


Select nearest word in DAX Alt Shift e 


Show keyboard shortcuts 


oggle commenting of code Alt Bi shift ll A 


-— 


Toggle commenting of lines tha 


oo 


Ж] 
2 
I" 
л 
© 
о 
о 
б 
ot 
= 
Ё 


Toggle object vi 


Uncomment lines in DAX 


Uncomment multiple lines in DAX Ctr K п 
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Other Shortcuts 


A 


Add border bottom in Format Cells 

Add border downard diagonal in Format Cells 
Add border horizontal interior in Format Cells 
Add border left in Format Cells 


Add border right in Format Cells 


Add border top in Format Cells 


Add border upward diagonal in Format Cells 


Add border vertical interior in Format Cel 


л 


ear cell content 


A 
а› 


C 


ear cell content while keeping cell format 


Clear slicer filter 


C 
O 


ose an open menu or dialog 

Delete one character to the left 

Delete one character to the right 

Delete to the end of line 

Display control menu for Excel window 

In End Mode, move to bottom cell in column 
In End Mode, move to left cell in row 


In End Mode, move to right cell in row 


In End Mode, move to top cell in column 


Insert new line in cell 


Move to start of row 


Alt C 


Home 


Go to Table of Contents 


Esc 


333 Shortcuts for Windows and Mac | 82 ) EXCEL TIPS 


Go back to Excel Tips 


Move to unlocked cells in protected worksheet 
Open dropdown list 

Select or clear a check box 

Selects the entire worksheet 

Switch to next tab in dialog 

Switch to Normal view 

Switch to Page Break Preview view 


Switch to Page Layout view 


Switch to previous tab in dialog 
Toggle End mode 
Toggle full screen 


Toggle total row of table 


Go to Table of Contents 


Tab 
Space 
mug 
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AutoRecover in Excel 


AutoRecover in Excel is a lifesaver feature! Imagine if you have an 
unsaved workbook, then you closed it by accident after working on 
it for hours. As long as you have it opened for at least 10 minutes, 
Excel is smart enough to keep a copy of this for you! 


First things first, let us have a quick look at the AutoRecover 
settings in Excel so that we can have a better understanding of how 
it works. 


STEP 1: Go to File > More > Options 


Account 


More... 


STEP 2: Go to Save. This is where our crucial settings lie. You will 
see the following: 


e Saves every 10 minutes 
e Your AutoRecover file location 


So you know AutoRecover has your back if you have your unsaved 
workbook opened for at least 10 minutes. 


The next question is, how do we get our unsaved workbooks? 
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| Excel Options ? x 


General А 
Ы Customize how workbooks аге saved. 


Formulas 


Data 


Proofing 


v! Save AutoRecover information every 


|| Language | м) Keep the last AutoRecovered version if | close without saving 
| AutoRecover file location: \AppData\Roaming\Microsoft\Excel\ 
Ease of Access 
Advanced РА А don | 
м) Show additional places for saving, even if sign-in may be required. 
Customize Ribbon Save to Computer by default 
Quick Access Toolbar Default local file location: | \Documents 
Add-ins Default personal templates location: | 


Show data loss warning when editing comma delimited files (*.csv) 
Trust Center 


AutoRecover exceptions for: Lb 3topicsxlsx X 
Disable AutoRecover for this workbook only 


Offline editing options for document management server files 


Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office 
Document Cache. 


Learn more 


Server drafts location: 


Preserve visual appearance of the workbook 


Choose what colors will be seen in previous versions of Excel:@ Colors... 


Cache Settings hd 


STEP 3: Close the window. Go to File » Open » Recover Unsaved 
Workbooks. 


9 Open 


MA Home 
Workbooks Folders 
D New СУ Recent 
Do D) Name Date modified B 
pen | 
Фу OneDrive Е 
Ріппеа 
m Pin files you want to easily find later. Click the pin icon that appears when you hover over a file. 
Шы [This PC 
pa Today 


Save су, 


" Add a Place 
Save As 


[77 ше 
Print 


Share 


Export 


Publish 


Close 


Account 


More... 


‘em Recover Unsaved Workbooks 


AutoRecover in Excel | 85 } EXCEL TIPS 


Go back to Excel Tips Go to Table of Contents 


You now have your unsaved workbooks! Now you have to open 
them one by one, until you find the workbook you are looking for. 


КЙ Open x 
^ Ц « Office > UnsavedFiles v 0 О Search UnsavedFiles 
Organize ~ New folder H-- [BH Ө 
E^ Name 
© 8: Book1((Unsaved-308542712021120028)).xIsb 
са XE Book1((Unsaved-308545242668055511)).xIsb 
. Ei) Book2((Unsaved-308543312387210211)).xlsb 
à 8: Book3((Unsaved-308553251023296532)).xIsb 
É 8: Book4((Unsaved-308553382364866549)).xIsb 
4 
a 
(s 
f 
av < > 
File name: Е v | All Excel Files (*.xI*:*.xIsx;*.xlsm v 
Tools ~ Open M Cancel | 


STEP 4: Once you found the right опе and opened it, click Save As 


to save a copy. 


File Home Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do 
«а ^ „| = Е гп 
% Cut Calibri M [n M = шш [=| PY ab Wrap Text General X = ГА 
Past Fa Copy - A E С "a EP d Я 
aste - men = == = [== UE " " «0 00 onditional Formatas Се 
+ V Format Painter BIU = аА == 2 Merge & Center $-96 ^ 4 $8 


Formatting *  Table- Styl 


Clipboard Is Font fs Alignmeni Number IE] Styles 
RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. 
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Convert Excel to PDF & PDF to Excel 


uo» SUNU (SS) 1e»xeAuJ 
nu(e 


рмо›уо ә 


Excel and PDF are the two most popular file types and you might 
need to convert from one format to another time to time. 


PDF files are a widely used format for electronic documents. They 
are used when you need to save a file without modification so that it 
can be easily shared and printed. By default, an Excel Workbook is 
saved as a .хіѕх file type. 


But how do you save it as a PDF format? Read on to see how it’s 
done both ways! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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Convert Excel to PDF 


PDFs can be easily shared and can be viewed on any platform 
without a change in format. So, learning how to convert Excel to PDF 
is extremely essential! 


There are 5 different methods in which you can convert from Excel 
to PDF: 


#1: Using Save As Option 


STEP 1: Select the Excel table that you want in the PDF Format. 


ORDER DATE 


> | DataTable | Sheet! | Sheet2 | @ 


STEP 2: Click on File Tab. 


File | Home Insert Page Layout Formulas Data Review View Help 


у [ен ie Ак =Ш= e. denen 
= 


P aste PU 
mo Mo aw Р 
B u- 18-19 


w 


= ez [EE] Merge & Center Y 


[> 
< 
dU 


Clipboard Гы Font Гы Alignment Гы 
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STEP 3: Select Save As > Browse. 


© Save As 


M Home 


[3 New © Recent 


5 Open А 
Фу OneDrive 


Other locations 
Info 


е [i This Pc 

Save As © Add a Place 
Share 

Export 

Publish 


Close 


STEP 4: In the Save As dialog box, select the location where you 
want to save the PDF file. 


Ў Save As 
€ ~ ^ BH» ThisPC > Desktop > 2 Search Desktop 


Organize v New folder 
> OÐ 3D Objects ^ Date modified 
> [E] Documents 
» Sb Downloads 
> № Music 


^ [Æ] Pictures 


> Nj Videos 


| eee: 
d т 


> Чы Local Disk (C:) 


m: 


uw ie 


File name: | Excel-To-PDF 


Save as type: Excel Workbook 


Authors: Tags: Addatag 


Save Thumbnail 


^ Hide Folders Tools ~ 
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STEP 5: Under Save as type dropdown, select PDF. 


Save As 


a Save As 
© Recen © 
Organize 

Ф ned здо 
Other locations ШЙ Desktop 
= E| Documents 
Ёы This Downloads 

^ Music 
© Adda (а=) Pictures 

[8 Videos 


Author 


^ Hide Folders 


ы Local Disk (Gi 


File name: 


Save as type: 


Excel Workbook 

Excel Macro-Enabled Workbook 
Excel Binary Workbook 

Excel 97-2003 Workbook 

CSV UTF-8 (Comma delimited) 
XML Data 

Single File Web Page 

Web Page 


^ шее! Тетр!аїе 


Excel Macro-Enabled Template 
Excel 97-2003 Template 


Ne| Text (Tab delimited) 


Unicode Text 

XML Spreadsheet 2003 

Microsoft Excel 5.0/95 Workbook 
CSV (Comma delimited) 
Formatted Text (Space delimited) 
Text (Macintosh) 

Text (MS-DOS) 

CSV (Macintosh) 

CSV (MS-DOS) 

DIF (Data Interchange Format) 
SYLK (Symbolic Link) 

Excel Add-in 


Strict Open XML Spreadsheet 


5: 


Save Thumbnail 


Tags: Adda tag 


Cancel 


STEP 6: Click in the Options button to customize the PDF file you 


want to create. 


a Save As 


e >~ tim 


Organize v 
IP 3D Objects 
ШЙ Desktop 

=| Documents 
EB Downloads 
Music 
&-| Pictures 
Bl Videos 
Чы Local Disk (C:) 


» ThisPC » Desktop » 


New folder 


^ 


Search Desktop 


Date modified 


File name: 


Excel-To-PDF 


Save as type: 


Authors: 


PDF 


Aditi 


Optimize for: (8) Standard (publishing 


^. Hide Folders 


Convert Excel to PDF & PDF to Excel ( 


online and printing) 


О Minimum size 


[И] Open file after 
publishing 


wee + [Tie] 
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STEP 7: In the Options dialog box, Go to Publish what section and 
click on Selection. Then, Click OK. 


Organize v New folder E: v [?] | 
А 
Їй 3D Objects 2 Name. Date modified Type 
Options ? x 
ШЙ Desktop | Bu B-20 5:49 PM File folder 
[=| Documents g Page range ly-20 1:44 AM File folder 
Downloads © Ai File folder 
Љ моіе О Page(s) From: |1 £l То: [1 = File folder 
EE Pictures Publish what File folder 
Bl Videos i O Entire workbook B-20 5:49 PM File folder 
= z a o ме sheet{s) Table }20 4:35 PM Microsoft Edge I 
= Local Disk (С:) Ignore print areas 
LII we LL v < > 
Include non-printing information 
File name: | Excel-To-P. Document properties L M 
Save as type: PDF Document structure tags for accessibility м 
Authors: Aditi PDF options 
[1 PDF/A compliant 
ome эки fn 
O Minimum size 
(publishing online) 
Options... 
^ Hide Folders Tools + Save Cancel 


This will help you to publish only what you have selected on the 
sheet. To publish the entire sheet, click on Active Sheet(s), and 
to publish the workbook click on the Entire Workbook. 


STEP 8: Click Save. 


aro 
©) Pictures . 
B Videos 3 
Gia Excel-To-PDF 05-Sep-20 4:35 PM Microsoft Edge 
| a Local Disk (C) 
м < 


> 
m: 


File name: | Excel- To-PDF 


v 


Save as type: PDF 


v 
Authors: Aditi Tags: Addatag 

Optimize for: (8) Standard (publishing Open file after 

online and printing) publishing 


Q Minimum size 
(publishing online) 


Options... 


^ Hide Folders Tools ~ Cancel 
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This will save your Excel Table in the PDF format. 


& Convert Excel to PDF & PDF to Excel.pdf - Adobe Acrobat Reader DC 
File Edit View Sign Window Help 


Home Tools Convert Excel to Р... х 


Aye Фе а O OQ | ФО © w- m- T I! 


#2: Using Export Option 


The Export option in Excel will provide you with a quicker way to 
save your file as PDF. 


STEP 1: Go to the File Tab. 


File Home Insert Page Layout Formulas Data Review View Help 
Nn Á Calibri 2 АА | = 8 – &- ab, Wrap Text 
Paste [eT ere 

- 2 BIU- Hie А-А - | = 8 = t»: [EMenge&Cene ~ 


Clipboard fy Font Гы Alignment Гы 
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STEP 2: Click on Export > Create PDF/XPS Document > Create 
PDF/XPS button. 


Excel-To-PDF - Saved 


Create a PDF/XPS Document 


= Preserves layout, formatting, fonts, and images 


E Create PDF/XPS Document | 


E Change File Type 


= Content can't be easily changed 


= Free viewers are available on the web 


ims 
= 


Create 
PDF/XPS 


Publish 


Close 


STEP 3: In the Publish as PDF or XPS dialog box, click on Publish. 


> s Documents 4 

^ 4) Downloads - а — 

^ № Music à — шиа 

^ [E] Pictures (A ма 

> Videos 

^ a Local Disk (C:) 

^ am New Volume (D: un > 


File name: | Excel-To-PDF ы 


Save as type: | PDF 


Open file after 
publishing 


^ Hide Folders 


X 


Optimize for: (8) Standard (publishing 
online and printing) 


Q Minimum size 
(publishing online) 


Options... 


Tools v Cancel 
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#3: Export using Quick Access Toolbar 


If converting Excel to PDF is a regular task for you, you can add it to 
the Quick Access Toolbar (QAT). Follow the steps below to add the 


Publish as PDF opti 


STEP 1: Right Click on the QAT to customize it. 


on to the QAT: 


AutoSave (@ Off) v Bookl - Excel p Search 
: Remove from Quick Access Toolbar Е 
File Home Insert View Help 
X Customize Quick Access Toolbar... 
Nn Calibri - | Vrap Text 
Па ~ Show Quick Access Toolbar Below the Ribbon 
Paste отш : | Aerge & Center ~ 
M Customize the Ribbon... 
Babes IE Collapse the Ribbon E 
A1 v fe 


STEP 2: In the Excel Options dialog box, select Quick Access 
Toolbar > Publish as PDF or XPS > Add. 


Excel Options 


General 

Formulas 

Data 

Proofing 

Save 

Language 

Ease of Access 
Advanced 
Customize Ribbon 
Add-ins 


Trust Center 


? x 

oy | 
= Customize the Quick Access Toolbar. 
Choose commands from: Customize Quick Access Toolbar: G 
All Commands x For all documents (default) m 
BB rreveccaneecs = - 

^ AutoSav 
Е Protect Workbook А H Z ME 

save 

[ Д Protect Workbook... 
= V) Undo > 


Publish PivotTable Changes 
Queries & Connections 


Queries & Connections 


| Query Options 


2] Query Parameters 

[E Quick Layout 

Quick Print 

Nx Radical > 
№ Reapply All 

P Recent Searches › 
B Recent Sources 

[E Recently Used > 
E Recolor › 
д Recolor Pictures in SmartArt Grap.. 

b? Recommended Charts 

fi Recommended PivotTables 

[i] Recommended PivotTables 

[id Record Macro = 
L3 nal. 


Customizations: 


Show Quick Access Toolbar below the 
Ribbon 


[ Reset v Jc 


l Import/Export v | д 
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STEP 3: This will add Publish as PDF under Customize Quick Access 
Toolbar. Now, Click OK. 


Excel Options ? x 
General : А 
5 Customize the Quick Access Toolbar. 
Formulas 
Choose commands from: Customize Quick Access Toolbar: C 
inum All Commands Y For all documents (default) т: 
Proofing 
Е FTULCCCU JTTCCLU... 
Save ES Protect Workbook ^ d ^e 
Language [ Protect Workbook... ©) Undo > 
i А 
Ease of Access E ы, as PDF or XPS (2) Publish as PDF or XPS 
Advanced [ei Publish as Web Page... 
El Publish PivotTable Changes 
Customize Ribbon [ГЇ Queries & Connections 
| Quick Access Toolbar | Queries & Connections B 
| Query Options 
Add-ins frei Query Parameters 
ff Quick Layout › -— 
Trust Center d Quick Print E 
Nx Radical 4 << Remove 
Né Reapply All E 
P Recent Searches › 
B Recent Sources 
El Recently Used А 
E Recolor > 
tg Recolor Pictures in SmartArt Grap... 
lh? Recommended Charts 
i? Recommended PivotTables 
i? Recommended PivotTables 
Fe Record Macro = 
L—L n-a.--L. 
Customizations: Reset v 


Show Quick Access Toolbar below the 
Ribbon Import/Export v |: 


STEP 4: This will add Publish as PDF/XPS to the Quick Access 
Toolbar. 


E 
AutoSave (6 Off) 


File Home Insert Page Layout Forn 
Nn р Calibri "ER м 
Paste " EXITUS А [^] а. А f, 
Clipboard Font Гы 
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STEP 5: Simply click on the icon, select the file location you want to 


save it at and click on Publish. 


Ў Publish as PDF or XPS 
e ~ ^ B» ThisPC > Desktop > 


Organize v New folder 


A ' : 
v BH mis PC Name 


З 3D Objects 
> В Desktop 
|=] Documents 
4} Downloads 
^ Music 
=) Pictures 
B Videos 
ы Local Disk (C:) 


» New Volume (D: e n 


v o Search Desktop 


Date modified lype 


File name: | Excel-To-PDF 


Save as type: PDF 


Open file after 
publishing 


^ Hide Folders 


Optimize for: (8) Standard (publishing 
online and printing) 
Q Minimum size 
(publishing online) 


Options... 


Tools + Cancel 


#4: Email PDF using Quick Access Toolbar 


If you want to attach an Excel file as PDF in an email, you can add it 
to the Quick Access Toolbar (QAT). 


Follow the steps below to add email PDF inside the QAT: 
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STEP 1: Right Click on the QAT to customize it. 


AutoSave @ оҥ) Ы Bookl - Excel 
j Remove from Quick Access Toolbar : 
File Home Insert View Help 
X Customize Quick Access Toolbar... 
Nn Calibri - | Vrap Text 
5 Ж Show Quick Access Toolbar Below the Ribbon 
Paste 
BIU- | А Легде & Center ~ 
Зе Es Customize the Ribbon... 
cse LJ Collapse the Ribbon E 
A1 bá fæ 


STEP 2: In the Excel Options dialog box, select Quick Access 
Toolbar > E-mail as PDF Attachment > Add. 


Excel Options ? x 
General . А 
le Customize the Quick Access Toolbar. 
Formulas 
Choose commands from: Co Customize Quick Access Toolbar: © 
= All Commands 4 For all documents (default) v 
Proofing | 
Save E Edit Query ^ Ы AutoSave 
("© Edit Shape › BH Save 
Language Edit Single Sparkline's Data... 2 Undo › 
Ease of Access Edit Sparkline Data B 
[7 Edit Sparkline Location & Data | › 
Advanced Editing О 
Customize Ribbon ав — 
Quick Access Toolbar e — 
Nds Enable Content Updates from Off... 
[> Enable Editing 
Trust Center FG Enable or Disable automatic dete... 
251] Enable Selection 
Enable What-If Analysis 
A Encrypt Document 
End Review... 
Cà Engineering › 
Z Equal Sign 
Equal То... 
TL Equation Options... 
OO Equation Symbols › 
Equation Tools (Ј 
e Erase Border 
704 Егаѕег z 


{ Customizations: Reset ¥ i 
Show Quick Access Toolbar below the — 


Ribbon Import/Export v | 


ee E 
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STEP 3: This will add E-mail as PDF Attachment under Customize 
Quick Access Toolbar. Now, Click OK. 


Excel Options ? x 
General А А 
e Customize the Quick Access Toolbar. 
Formulas 
Choose commands from: G Customize Quick Access Toolbar: © 
a All Commands v For all documents (default) v 
Proofing 
Save E Edit Query ^ B AutoSave 
£X, Edit Shape Й Ы save 
Language Edit Single Sparkline's Data... 2 Undo | › 
Ease of Access Edit Sparkline Data [>] A E-mail as PDF Attachment | 
[7 Edit Sparkline Location & Data | › 
Advanced Editing 
Customize Ribbon В Email 
u E-mail as PDF Attachment 
Quick Access Toolbar U^ E-mail as XPS Attachment 
Addii Enable Content Updates from Off... 
[ Enable Editing 
Trust Center FG Enable or Disable automatic dete... E 
ES] Enable Selection 
0-1] Enable What-If Analysis 
A Encrypt Document 
End Review... 
ГА Engineering › 
‘Equal Sign 
Eg] Equal To... 
TL Equation Options... 
OO Equation Symbols › 
Equation Tools (Ј 
KD Erase Border Е 
©. Eraser ы 


Customizations: Reset v 
Show Quick Access Toolbar below the = 


Ribbon Import/Export v |“ 


= 


STEP 4: Click on this newly created icon to send your Excel 
workbook as a PDF attachment in an email. 


AutoSave (@ off) 


File Home Insert Page Layout Forn 
Nn T Calibri 4n. -E 
Paste й tior qp 

wv e TE 


e 


Clipboard fs Font 
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And now you have your pdf inside a new email message. 


> Convert Excel to PDF & PDF to Excel.xlsm - Message (HTML) 


Message Insert Options Format Text Review Help Q Tell me what you want to do 
a —— sie! e? [ 5 » М 
i CS ee NS Ug [д Te 
К ! High Importance 
Paste , к гои | = - А . 29 = = | «= э= | Address Check Attach Signature 
- Format Painter mu EM LL Воск Names File c = Y Low Importance 
Clipboard 5 Basic Text fs Names Include Tags fs 


| From bryan@myexcelonline.com 


| To... 
Send 
| Cc... 

Subject Convert Excel to PDF & PDF to Excel.xlsm 


Jo) Convert Excel to PDF & PDF to Excel.pdf 
Attached ғ | 40K М 


#5: Using VBA Macro 


You can also use VBA code to publish a range in Excel into PDF. 
This VBA Macro will prompt you to provide the range you wish to 
export and then select the location, to automatically export Excel to 
PDF. 


Sub PrintSelectionToPDF () 
"Declaration of Variables 
Dim rng As Range 

Dim strFilePath As String 
Dim strFile As String 
Dim file As Variant 


"Check first if a range has been selected 

If Selection.Count = 1 Then 

Set rng = Application.InputBox("Please select a range", "Get 
Range", Type:=8) 


Else 

Set rng = Selection 

End If 

"Create the filename with the path - the default filename is 
ExceltoPdf.pdf 

strFile = "ExceltoPdf.pdf" 


strFile = ThisWorkbook.Path & "\" & strFile 
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"We open a save prompt for the username to select the location 

and filename 

file = Application.GetSaveAsFilename (InitialFileName:=strFile, 

FileFilter:="PDF Files (*.pdf), *.pdf", Title:="Select location 
for the PDF file") 


"Start the export process of the selected range 

If file <> "False" Then 

rng.ExportAsFixedFormat Type:=xlTypePDF, Filename:=file, 
Quality:=xlQualityStandard, IncludeDocProperties:=True, 
IgnorePrintAreas:=False, OpenAfterPublish:=False 


MsgBox "PDF file has been successfully created: " & strFile 
Else 
MsgBox "Unable to create PDF file", vbOKOnly, "No File Selected" 


End If 
End Sub 


Follow the steps below to use this code to Export selection to PDF: 


STEP 1: Press Alt + F11 to open VBA Editor. 


4} не Edit View Insert Format Debug Run Tools Add-Ins Window Help 
Al-a ^» à а NON [7] 
x [(Generan ~] | (Declarations) 
BS 
= ## VBAProject (Data-Entry-Form.xlsx) 
3-5 Microsoft Excel Objects 
e Sheet1 (TIPS, 


Sheet1 (TIPS) 
Sheet2 (Data Table ) 
8-09 Microsoft Excel Objects 


8-39 Modules 
+ RibbonX Code 
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STEP 2: Right Click on the sheet name and then select Insert > 
Module. 


| 
Ei File Edit View Insert Format Debug Run Tools Add-ins Window Help 
„Ыы › ип а м аул Ө 


(General) 


2-4 VBAProject (Excel to PDF using VBA.xlsm) 
E1-&3 Microsoft Excel Objects 


FUN 23] View Object 
&- (73 Microsoft Excel 
5-3 Modules Е Toggle Folders 
< тд с, VBAProject Properties... 


UserForm 


Import File... E] Module 
Export File... 3 Class Module 


© Print... 


STEP 3: Copy-paste the VBA code from above into here. 


4 Fie Edit View Insert Format Debug Run Tools Add-Ins Window Help 

Bg E3 - id Bals ьи m A Sw US У Ө i34 сот E 

EET x| (General) v| |PrintSelectionToPDF 
a 

Ге $ VBAProject (Conversion Methods - PDF to EXCE 
B-E Microsoft Excel Objects. 


"MyExcelOnline.com - PrintSelectionToPDF 
Sub PrintSelectionToPDF() 
Sheet1 (Sheet1) 


"Declaration of Variables 


Sheet2 (Data Table ) 
Sheet3 (Sheet2) Dim rng As Range 
ThisWorkh Dim strFilePath As String 
5-85 Modules Dim strFile As String 


«ft Module Dim file As Variant 


‘Check first if a range has been selected 
If Selection.Count = 1 Then 

Set rng = Application.InputBox ("Please select a range", "Get Range", Type:=8) 
Else 

Set rng = Selection 
End If 


"Create the filename with the path - the default filename is ExceltoPdf.pdf 
strFile = "ExceltoPdf.pdf" 
strFile = ThisWorkbook.Path & "i" & strFile 


‘We open a save prompt for the username to select the location and filename 
file = Application.GetSaveAsFilename (InitialFileName:=strFile, FileFilter:-"PDF Files (*.pdf), *.pdf", Title:-"Select 


'Start the export process of the selected range 
If file «» "False" Then 


STEP 4: Press Ctrl + S to save the file and then click No. 
Microsoft Excel x 


The following features cannot be saved in macro-free workbooks: 


D * VB project 
To save a file with these features, click No, and then choose a macro-enabled file type in the File Type list. 


To continue saving as a macro-free workbook, click Yes. 
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STEP 5: In the Save as dialog box, choose Excel macro-enabled 
workbook from the drop down list and click the Save button. 


Layout Formulas Data 


N = 
=| Documents 
C 
GENC 5 Downloads 


^ Music 

(=| Pictures 

Bi Videos 

mE Чы Local Disk (C: 


= New Volume 


File name: 
Save as type: 


Authors: 


^ Hide Folders 


Excel Macro-Enabled Workbook 


Excel 97-2003 Workbook 

CSV UTF-8 (Comma delimited) 
XML Data 

Single File Web Page 

Web Page 

Excel Template 

Excel Macro-Enabled Template 
Excel 97-2003 Template 

Text (Tab delimited) 

Unicode Text 

XML Spreadsheet 2003 
Microsoft Excel 5.0/95 Workbook 
CSV (Comma delimited) 
Formatted Text (Space delimited) 
Text (Macintosh) 

Text (MS-DOS) 

CSV (Macintosh) 

CSV (MS-DOS) 

DIF (Data Interchange Format) 
SYLK (Symbolic Link) 

Excel Add-in 

Excel 97-2003 Add-in 


Strict Open XML Spreadsheet 
OpenDocument Spreadsheet 


John Michaloudis; ww... Tags: Addatag 


[v] Save Thumbnail 
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STEP 6: Press Alt + F8 to open the Macro dialog box. 


Macro ? x 
Macro name: 
PrintSelectionT oPDF + 
Step Into 
Edit 
Create 
Delete 
Options... 
Macros in: |All Open Workbooks `M 
Description 
Cancel 


STEP 7: Select the Macro PrintSelectionToPDF that is located in All 
Open Workbooks and click Run. 


Macro ? x 
Macro name: 
PrintSelectionToPDF 
Step Into 
Edit 
Create 
Delete 
Options... 
Macros іп: | All Open Workbooks М 
Description 
Cancel 
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STEP 8: In the dialog box, type the required range AT: F8. 


Get Range 


Select a range 


АТ:Р8| 


STEP 9: Select the location and press Save. 


a Select Folder and Type the File Name to Save as PDF x 
+ > v о | Search Desktop 
Organize v New folder B ~ [2] 
E3 This PC ^ Name Date modified Type ^ 
Їй 3D Objects * 
B Desktop 4 
=) Documents 
Downloads 
+ | * 
Љ Music " 
(=| Pictures > 
Bl Videos " Ev 
4. LocalDik(c) Y < > 
File name: 
Save as type: PDF Files NM 
Authors: John Michaloudis; ww... Tags: Add atag 
^ Hide Folders Tools + [save ] Cancel 


This is how you can convert the range AI: F8 in excel to PDF. 


BL Selection 20200907 160640.pdf - Adobe Reader = 
File Edit View Window Help 


& © #4 Б) Өл 


Dulse [9 [-] | lS] E. | e ә | Tools | Sign - 


FIRST NAME | LAST NAME | GENDER | BIRTHDAY SALARY REGION 
John Doe Male 21-Jan-90 $72,044 Northeast 


Talon Ferguson Male 2-Oct-92 $92,654 Northwest 


Holly Coffey Female 19-Sep-91 $86,456 Southwest 
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Convert PDF to Excel 


PDF does not allow users to make edits on the data, so it’s useful to 
learn how to convert the data from PDF to Excel so you can make 
edits inside Excel. If you have a table saved in PDF, you can easily 
get that imported into Excel and work on it easily. 


Al x p ORDER DATE 


A B С D E F 
1 M QUARTER M SALES PERSON J PRopucrs M sates BA 
2 |07-01-19 1 Michael Jackson Soft Drinks 16425 
3 |25-01-19 1HomerSimpson Bottles 95980 
4 |09-03-19 1 John Michaloudis Soft Drinks 44719 
5 |01-04-19 2 John Michaloudis Tonic 65694 
6 |01-04-19 2 HomerSimpson Tonic 82903 
7 |13-04-19 2 HomerSimpson Soft Drinks 24640 
8 |15-04-19 2 HomerSimpson Tonic 10090 
9 |01-06-19 2 John Michaloudis Ice Cubes 18850 
10 108-06-19 2 John Michaloudis Tonic 35938 
11 |23-06-19 2 MichaelJackson Tonic 94980 
12 106-07-19 3 lan Wright Soft Drinks 14169 
13 |27-07-19 3 MichaelJackson Ice Cubes 66876 
14 |04-08-19 3 John Michaloudis Soft Drinks 62350 
15 |17-08-19 3 Homer Simpson Ice Cubes 30135 
16 |23-08-19 3 lan Wright Bottles 48278 
17 |13-09-19 3 John Michaloudis Soft Drinks 65422 
18 |14-09-19 3 MichaelJackson Ice Cubes 23979 
19 21-10-19 4 lan Wright Soft Drinks 26687 
20 |03-11-19 4 lan Wright Tonic 68789 
21 |28-11-19 4 John Michaloudis Tonic 87184 
pos ot NN aw Si 313309 —— —— A _Michorol inckeon  €ofthrinbc 79969  — 1 
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Import Data from PDF to Excel method using Excel 
365 


In most cases, you will be able to simply copy & paste the data and 
format it to get the desired result. But if that is not working for you, 
use the Import Data method in Excel. 


Follow the steps to import data from PDF to Excel (Excel 365 only): 


STEP 1: Go to Data Tab > Get Data > From File > From PDF. 


File Home Insert Page Layout Formulas Data Review View 


Г [B From Text/CSV B Recent Sources Е [Г Queries & Connections 
Ga 
RJ 


From Web Existing Connections 
Get [è 5 : Refresh 


Data ~ Eg From Table/Range All v 


ГМ ies & Connections 
В From File > pj From Workbook 


[B From Database ? [B From Text/CSV 


E F 
ү” From Azure > аЗ From XML 
ГМ 
From JSON 


— 


ГМ 
[a From Other Sources > From PDF 


ШЕН Combine Queries > B From Folder 
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STEP 2: In the Import Data dialog box, select the location of the 
PDF file, and click on Import. 


El Import Data x 
€ ~ ^ B» ThisPC > Desktop > v б Search Desktop 
Organize v New folder B: ~ ГЕ o9 
ШЕ This PC 2 Name Date modified Type fo) 
SB 3D Objects * 
ШЙ Desktop he Excel-To-PDF 05-Sep-207:27PM Adobe Acrobat D 
[8 Documents 1 
E Downloads 
^ Music 
2) Pictures LE 
B Videos t 
Чы Local Disk (C:) + 
aa New Volume (0: + 
we New Volume (E:) M S 
EN м. “i £ 2 
File name: | Excel-To-PDF v| |AllFiles v 


STEP 3: Select the table from the left panel and click on Load. 


п x 
Navigator 
Р Table001 (Page 1) B 
Select multiple items ORDERDATE QUARTER SALES PERSON PRODUCTS SALES 
Display Options ~ [5 07-01-19 1 Michael Jackson Soft Drinks 16425 
2 и Excel-To-PDF.pdf [2] 25-01-19 1 Homer Simpson Bottles 95980 ^ 
09-03-19 1 John Michaloudis Soft Drinks 44719 
01-04-19 2 John Michaloudis Tonic 65694 
EE} Page001 01-04-19 2 Homer Simpson Tonic 82903 
13-04-19 2 Homer Simpson Soft Drinks 24640 
15-04-19 2 Homer Simpson Tonic 10090 
01-06-19 2 John Michaloudis Ice Cubes 18850 
08-06-19 2 John Michaloudis Tonic 35938 
23-06-19 2 Michael Jackson Tonic 94980 
06-07-19 3 lan Wright Soft Drinks 14169 
27-07-19 3 Michael Jackson Ice Cubes 66876 
04-08-19 3 John Michaloudis Soft Drinks 62350 
17-08-19 3 Homer Simpson Ice Cubes 30135 
23-08-19 3 lan Wright Bottles 48278 
13-09-19 3 John Michaloudis Soft Drinks 65422 
14-09-19 3 Michael Jackson Ice Cubes 23979 
21-10-19 4 lan Wright Soft Drinks 26687 
03-11-19 4 lan Wright Tonic 68789 
28-11-19 4 John Michaloudis Tonic 87184 
02-12-19 4 Michael Jackson Soft Drinks 71362 
02-12-19 4 lan Wright Ice Cubes 83315 
08-12-19 4 John Michaloudis Ice Cubes 61233 м 
28-12-19 4 Michael Jackson Ice Cubes 67236 
Load ~ Transform Data Cancel 
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This will convert the table from PDF to Excel! 


Al WE Fe ORDER DATE 
Á A B E D E F 
1 QUARTER MM SALES PERSON BA PRODUCTS MÀ SALES Md 
2 |07-01-19 1 Michael Jackson Soft Drinks 16425 
3 |25-01-19 1 Homer Simpson Bottles 95980 
4 109-03-19 1 John Michaloudis Soft Drinks 44719 
5 [01-04-19 2 John Michaloudis Tonic 65694 
6 |01-04-19 2 Homer Simpson Tonic 82903 
7 [13-04-19 2 Homer Simpson Soft Drinks 24640 
8 |15-04-19 2 Homer Simpson Tonic 10090 
9 (01-06-19 2 John Michaloudis Ice Cubes 18850 
10 (08-06-19 2 John Michaloudis Tonic 35938 
11 (23-06-19 2 Michael Jackson Tonic 94980 
12 106-07-19 3 lan Wright Soft Drinks 14169 
13 |27-07-19 3 Michael Jackson Ice Cubes 66876 
14 |04-08-19 3 John Michaloudis Soft Drinks 62350 
15 |17-08-19 3 Homer Simpson Ice Cubes 30135 
16 |23-08-19 3 lan Wright Bottles 48278 
17 (13-09-19 3 John Michaloudis Soft Drinks 65422 
18 |14-09-19 3 Michael Jackson Ice Cubes 23979 
19 |21-10-19 4 lan Wright Soft Drinks 26687 
20 |03-11-19 4 lan Wright Tonic 68789 
21 |28-11-19 4 John Michaloudis Tonic 87184 
К-ы. ЕЕ ышт — A Michaaliackcon oft Drinke 71269 ______ 
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Distribute and Align Shapes in Excel 


Imagine you have a lot of shapes in your Excel file and the shapes 
are all over the place! 


You want to organize the shapes but it seems a pain to move them 
one by one! 


What would you do? 
Thankfully, Excel allows you to distribute and align shapes! 


This is our initial layout of shapes: 


XX k 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Hold the CTRL key and select all of the shapes you want to 
move: 


STEP 2: Go to Format > Arrange > Align > Align Bottom 


You can Align the shapes to the direction that you want (Left, 
Center, Right, Top, Middle, Bottom) 


Team 


[+ 


"rj Send Backward ~ |B Align Left 


"4 Bring Forward ~ 


ГЇ - 
Fly Selection Pane & Align Center 
n Arrange | Align Right 
ijt Align Top 


Апап Middle 


D[] Distribute Horizontally 


gots 5-6 
t Distribute Vertically 
nyexcel (54 | 
Еі Snap to Grid 
mi‘ Snap to Shape 
[EB View Gridlines 
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STEP 3: Go to Format > Arrange > Align > Distribute Horizontally 
You can Distribute the shapes either Horizontally or Vertically. 


This will ensure the distance between the shapes are equally 
distributed. 


Format © Tellme Я Share 


9. Bring Forward ~ (2 = tT n 
* "Send Backward ~ [e Align Left 

HR Selection Pane = Align Center 
fa Arrange 5| Align Right 
(f Align Top 
o Align Middle 


i+ Align Bottom 


S) c Distribute Verticall, 
nyexcel (9% |" Cereb emia 
H Snap to Grid 

Bi * Snap to Shape 


[EH View Gridlines 


Your shapes are now in good shape! (Pun intended) 
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Fill From 1 to 10,000 


Ever tried filling down a column with incremental numbers from 1 to 
10,000? There are multiple ways to achieve this using formulas, fill 
handles and so forth. 


That could involve a lot of steps. However, Excel has a hidden tip 
that can do this for you quickly! 


STEP 1: Type in your first number. 


Book3 - Excel 
B т PageLayout Formulas Data Review View Нер 0 Tell mewhat you want todo | 
De poc —; п, ка стз тет Е 
ir 36 Cut Calibri T TAR = IE 4 em пух ra > AutoSum Aw 2 
Р b fia Copy ~ ^ = Conditional Format as Cell | Inset D m : "Tan 
aste : a ram „| == 2| |E Meroe Bi Center. © -% > $3 onditional Formatas Cel nsert Delete Fona mt R Cim 
~ S Format Painter ok 2 $ 7" 7" | Formatting” Table~ Styles" 
Clipboard 5 Font IE] Alignment n Number rs Styles Cells 
Al f |1 N up 
fe] Left 
A mee o mE Hs C [Б Й к L M N o P Q | 
1 1 
1 
: 
3 TUS 
4 E? Flash Fill 
5 
Еа 
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STEP 3: Select Columns and set the Stop Value to 10000. This will 
populate your column from 1 to 10,000. 


Series ? x 
Series in Type Date unit 
С) Rows @ Linear Day 
O Growth Weekday 
© Date Month 
© AutoFill Year 
C Trend 
Step value: |1 Stop value: 
as 


And you have it now in a flash! 
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Fill Handle Tips 


Excel knows to fill down/right when you are working with dates, 
days, months, years and even quarters. That is very helpful and 
quick. 


When you fill any values, an Auto Fill Options box pops up which 
you can click and select the different options available. 


If you are filling dates, then you have the option to auto fill by 
Weekdays, Months and Years. How cool is that! 


Another trick is if you want to fill down an incremental number, say 
from 1 to 2,3,4,5,6..... 


To do this you need to enter the number 1 in a cell, hold down the 
CTRL key and then fill down that cell which will increment the 
numbers. 


Try these tricks for yourself by downloading and practicing below: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Drag down on the lower right corner to populate the 


dates. 


| 1/1/2016 | Jan 


фо ON |с л || N 


= 
о 


Analysis @ 


ж) 
2 


D E F 


р N | QU ES nye» 


1Q-2016 1 


Now we have the dates in incremental order populated! 


A 


1/1/2016 
1/2/2016 
1/3/2016 
1/4/2016 
1/5/2016 
1/6/2016 


1/7/2016 
1/8/2016 
1/9/2016 
1/10/2016 
1/11/2016 
1/12/2016 


Jan 


О Copy Cells 
B Fill Series 
О Fill Formatting Only 
О Fill Without Formatting 
O Fill Days 

О Fill Weekdays 


О Fill Months 


О Fill Years 


О Flash Fill 


Click on the Auto Fill Options to try out different options. Select 
Fill Weekdays and see how the weekdays get populated. 
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1/1/2016 
1/4/2016 
1/5/2016 
1/6/2016 
1/7/2016 
1/8/2016 
1/11/2016 


1/12/2016 
1/13/2016 
1/14/2016 
1/15/2016 
1/18/2016 


1/1/2016 
2/1/2016 
3/1/2016 
4/1/2016 
5/1/2016 
6/1/2016 


7/1/2016 
8/1/2016 
9/1/2016 
10/1/2016 
11/1/2016 
12/1/2016 


Go to Table of Contents 


Jan ( 


2 Copy Cells 


Fill Series 


) Fill Formatting Only 


Fill Without Formatting 


) Fill Days 


Fill Weekdays 


Fill Months 


) Fill Years 
O Flash Fill 


B 


Jan 


Copy Cells 

Fill Series 

Fill Formatting Only 

Fill Without Formatting 
Fill Days 

Fill Weekdays 


Fill Months 


Fill Years 


Flash Fill 


Now select Fill Years and see every year getting populated. 


Fill Handle Tips | 116 | EXCEL TIPS 


Go back to Excel Tips 


1/1/2016 
1/1/2017 
1/1/2018 
1/1/2019 
1/1/2020 


1/1/2021 
1/1/2022 
1/1/2023 
1/1/2024 
1/1/2025 
1/1/2026 
1/1/2027 


Jan 


) Copy Cells 


Fill Series 


Go to Table of Contents 


Fill Formatting Only 


Fill Without Formatting 


Fill Days 
Fill Weekdays 
Fill Months 


Fill Years 


) Flash Fill 


STEP 2: Drag down on the lower right corner on the second 


column to populate the months. 


A 

3 

4 1/1/2016 
5 1/1/2017 
6 1/1/2018 
7 1/1/2019 
8 1/1/2020 
9 1/1/2021 
10 1/1/2022 
11 1/1/2023 
12 1/1/2024 
11 1/1/2025 
14 1/1/2026 
15 1/1/2027 


Q1 


10-2016 1 
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STEP 3: Drag down on the lower right corner on the third column 
to populate the quarters. 


A 
3 

4 1/1/2016 
5 1/1/2017 
6 1/1/2018 
7 1/1/2019 
8 1/1/2020 
9 1/1/2021 
10 1/1/2022 
11 1/1/2023 
12 1/1/2024 
13 1/1/2025 
14 1/1/2026 
15. 1/1/2027 


10-2016 1 


STEP 4: Drag down on the lower right corner on the fourth 
column to populate the quarters with years. 


A 
3 

4 1/1/2016 
5 1/1/2017 
6 1/1/2018 
7 1/1/2019 
8 1/1/2020 
9 1/1/2021 
10 1/1/2022 
11 1/1/2023 
12 1/1/2024 
13 1/1/2025 
14 1/1/2026 
15 1/1/2027 


Dec 


C 


Q1 
Q2 
Q3 
Q4 


10-2016 1 
2Q-2016 
3Q-2016 
4Q-2016 
1Q-2017 
2Q-2017 


3Q-2017 
4Q-2017 
1Q-2018 
2Q-2018 
3Q-2018 
4Q-2018 
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STEP 5: Hold the CTRL key and drag down on the lower right 
corner on the last column to populate the number incrementally. 


A B G D E Е 

3 

4 1/1/2016 Jan Q1 10-2016 1 
5 1/1/2017 Feb Q2 20-2016 2 
6 1/1/2018 Mar Q3 30-2016 3 
7 1/1/2019 Apr Q4 4Q-2016 4 
8 1/1/2020 May 10-2017 5 
9 1/1/2021 Jun 20-2017 6 
10 1/1/2022 Jul 30-2017 7 
11 1/1/2023 Aug 4Q-2017 8 
12 1/1/2024 Sep 10-2018 9 
13 1/1/2025 Oct 20-2018 

14 1/1/2026 Nov 30-2018 

15 1/1/2027 Dec 4Q-2018 
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Insert a Watermark 


Ever wanted to insert watermark in Excel? You could show this to 
mark that your workbook is in draft mode with the word DRAFT 
behind it, or add your logo in the background so as to make your 
workbook stand out in a professional way. 


But Excel does not have this functionality ready for you, so what 
now? 


| will show you how to insert watermark in Excel Workbooks with 
this quick workaround! 


Here is our starting workbook: 


А eee C D zl E | E | б H 


INSERT WATERMARK 


2 SUBSCRIBE TO THE 
NEWSLETTER >> 


CLICK TO VIEW THIS 
TUTORIAL ONLINE >> 


NM io 


4 |CUSTOMER PRODUCTS ORDER DATE SALES 
5 |LONG ISLANDS INC SOFT DRINKS 41012 24640 
| EXCEL COURSES >> 
6 |LONG ISLANDS INC SOFT DRINKS 41264 24640 
7 |LONG ISLANDS INC SOFT DRINKS | 41267 29923 
LISTEN TO MY EXCEL 
8 |LONG ISLANDS INC SOFT DRINKS 41267 66901 PODCAST SHOW >> 
9 |LONG ISLANDS INC SOFT DRINKS 41272 63116 
10 |LONG ISLANDS INC SOFT DRINKS 41088 38281 
11 |LONG ISLANDS INC SOFT DRINKS 41088 57650 
12 |LONG ISLANDS INC SOFT DRINKS 41089 90967 
13 |LONG ISLANDS INC SOFT DRINKS 41089 11910 
14 |LONG ISLANDS INC SOFT DRINKS 41096 59531 
a auccm ^ осе оламе ascac nna 
Main +) 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Go to Insert > Text > Header & Footer 


Insert а Watermark.xlsx - Excel 


ile оте rt à Developer Help Q Tell me what you want to do 
jm = m = = ee 4 Q 
m i= t б | Get Add-ins м 12 ae - € s = | о 
PivotTable Recommended Table | Mustrations ^ sy My Add-ins ~ Recommended "|| Maps PivotChat | 3D Line Column Win/ | Slicer Timeline | Lin Text | Symbols 
PivotTables - B Chats - izv - - ар” oss S М 


Tables Add-ins Charts ®©! Tours Sparklines Filters Links 


A 
a= = Fs „ 

THEE s Aa [= 

| A B | с D E F А н i 5 E ‚_ Te | Header [VordArt Signature Object | 


| L Box f & Footer f ~ Line 


p Tet 


STEP 2: You will see that the header has been added. Go to Header 
& Footer Tools > Design > Picture 


H E Insert a Watermarkxlsx - Excel 
File Home Insert Page Layout Formulas Data Review View Developer Help Design Q Tell me what you want to do 
а E ii E [m © - ri - [L] Different First Page [А Scale with Document 
Header Footer Page Number Current Current File File Sheet Picture Goto C Different Odd & Even Pages [7] Align with Page Margins 
М * Number of Pages Date Time Path Name Name Footer 
Header & Footer Header & Footer Elements Navigation Options 
B7 Y p SOFT DRINKS 
1 2 3| 4 5 6 7 8 9 
L ANE B С 1 р 2] E I F ксб н 
Header 


. INSERT WATERMARK 


STEP 3: Select Browse if you want to insert a picture that you 
already have 


Insert Pictures © © 


ИШ Froma file 


b Bing Image Search Search Bing 


da OneDrive - Personal Browse > 
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STEP 4: Select the image that you want to use as a watermark. Click 
Insert 


Ў insert Picture x 
€ "^ Ц « 101 E.. > NEW - Insert a Water... > v eo O Search NEW - Insert a Water... 
Organize ~ New folder E~- ПШ Ө 


lj v^ 


= 162 
eb Or = WY 
- =|1@ 
3: Q ча 
| г 
Ег 
Ф тг 
do 
=F 
B 


ja L 
v 


Images Ё Logo.png 


File name: |Logo.png | All Pictures (*.emf;*.wmf;* jpg; v 


Tools v Cancel 


You can see &[Picture] displayed in your header. Click anywhere 
outside the header for your image to display 


View ^ Developer Help Design Q теі me what you want to do 
= ==} 
= H *] g = ГТ га > 2 

Fi E Б ЕЯ m © inr aa) E lac d El Different First Page А Scale with Document 

Header Footer Page Number Current Current File File Sheet Picture Format Goto _] Different Odd & Even Pages [7| Align with Page Margins 
* Number of Pages Date Time Path Name Name Picture Footer 
Header & Footer Header & Footer Elements Navigation Options 
B7 * f SOFT DRINKS 
1 2 3 4 5 6| 8 E 10) 
A B c D E F G H I 
Header 


&[Picture] 
па а а (Fg 0 а 0 A SIPERM AAM A FIZ CLICK TO VIEW THIS 
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STEP 5: Let us make some tweaks to our watermark. Go to Header 
& Footer Tools > Design > Format Picture 


z Insert a Watermark.xlsx - Excel 


Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what 
= a ü s| [ol т z : 
ü а в ER © pad M: c аг] oA ET Different First Page м) Scale with D 
Header Footer Page Number Current Current File File Sheet Picture Format " Goto [C] Different Odd & Even Pages Л Align with P 
т T Number of Pages Date Time Path Name Name Picture Footer 
Header & Footer Header & Footer Elements Navigation Options 
B7 ж p SOFT DRINKS 
АЛДАШ л але | D MEME EN 3D dn bua copier qe ныс аа аси адыг 9 БРЕ г 
A B c D E F G H 1 


H Header 


| INSERT WATERMARK 

2 4 
5 3 SUBSCRIBE TO THE 
| | NEWSLETTER >> 
| | CUSTOMER 
E 5 | LONG ISLANDS INC 
| 6 LONG ISLANDS INC 

F LONGISLANDS INC 
lug : LISTEN TO MY EXCEL 
Г 8 | LONG ISLANDS INC one Gti epee 
| з | LONG ISLANDS INC 

LM LONGISLANDS INC 
Wm ul LONGISLANDS INC 
| 2 LONG ISLANDS INC 
| 1 | LONG ISLANDS INC 

м LONG ISLANDS INC 
la =, = 


Main © «г 


Со to Picture > Color and select Washout. You can make additional 
changes. Click OK 


Format Picture ? x 


Size Picture — Alt Text 


Crop from 
Left: 0 * Iop: lo + 
Right: o ES Bottom: [0 ЕЗ 


Image control 


| Automatic. 


Color: 
Brightness: 50% EI 
Contrast: : 50% be 
Washout 
| Compress... Reset 


| ома 
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Now you have your watermark ready! 


CLICK TO VIEW THIS 


INSERT WATERMARK TUTORIAL ONLINE 


SUBSCRIBE TO THE 
NEWSLETTER >> 


CUSTOMER PRODUCTS ORDER DATE SALES 
UR ONLINE EXCEL 

LONG ISLANDS INC SOFT DRINKS 41012 24640 COURSES 
LONG ISLANDS INC SOFT DRINKS 41264 24640 
LONG ISLANDS INC [sort DRINKS ] 41267 29923 

LISTEN TO MY EXCEL 
LONG ISLANDS INC SOFT DRINKS 41267 66901 PODCAST SHOW »» 
LONG ISLANDS INC SOFT DRINKS 41272 63116 
LONG ISLANDS INC SOFT DRINKS 41088 38281 


маа | ®© a 
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Macros: How to Use Macros 


If this is your first time using a Macro, read the introductory section 
here so that you will be more comfortable with the various Macro 
lingo. 


Here are a few of the most common Macro concepts: 
Variables: 


We use variables a lot in our code. Variables are containers of your 
data that is represented by a name you specify. In other words, they 
are a great way to store and manipulate data. 


Loops: 


Looping is one of the most crucial programming techniques. It 
allows us to repetitively do something with just a few lines of code. 


Code Comments: 


Any line that is preceded by an apostrophe * - turns into a green 


line of code in the Visual Basic Editor window. 


This line is ignored in the code and is used to “document” the code 
so that it is easier for you/others to understand what the code does. 


Macros: How to Use Macros ( 125 ) EXCEL TIPS 


Go back to Excel Tips Go to Table of Contents 


£ Microsoft Visual Basic for Applications - Add Date In Footer.xlsm - [Sheet1 (Code)] 
121 File Edit View Insert Format Debug Run Tools Add-Ins Window Help 


[Ез - a ES > п ш he Onc 


Y 
Project - VBAProject X| | (Genera) + | [AddDatelnFc 
BS а] aj Sub AddDateInFooter () 
EA 
= BÉ VBAProject (Add Date In Foc 'For this example, we are using the left footer to show the date 
9-35 Microsoft Excel Objects With ActiveSheet.PageSetup 
EE] Sheet (Macro) .LeftFooter = "&D" 
Ж] ThisWorkbook .CenterFooter = "" 


.RightFooter - "" 
End With 
ActiveWindow.View = xlNormalView 


End Sub 


Backup your files! 


Before using any of the Macros in your Excel files, a best practice is 
to back up the Excel file first. This is to provide a safety net if data 
gets modified in a different way than you expect. You can safely test 
the Macro this way with your current data and load the previous file 
if unintended changes take place. 


These are the common terms when using Macros: 


e Code - this is the VBA text 


{Р Microsoft Visual Basic for Applications - Highlight Custom Text.xlsm - [Sheet (Code)] = n x 
@ File Edit View Insert Format Debug Run Tools Add-Ins Window Help -8x 
а-ы ma > u ш hà 5 У Qnis сот В 
j | [iGeneran т]. [HightightcustomText ~] 
Sub HighlightCustomText () | 


B 
B S "бет the Custom Text 
E) Sheet1 (Macro) Dim txt As String 
É) ThisWorkbook txt = InputBox("Enter the Custom Text", "Enter Text") 
Dim rng As Range 


'Loop through all values in the selection 
For Each rng In Selection 


'If the value is the same as the custom text, then set the font color to red 


S > If rng.Value = txt Then 

Properties - Sheet1 x| rng.Font.Color = RGB(255, 0, 0) 
End If 

Sheet1 Worksheet E Next 

Alphabetic | categorized | 


| End Sub 
| 


DisplayPageBreaks False 
DisplayRightToLeft False 
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e Visual Basic Editor - this is the window where we write/paste 
our VBA code in. You can get to this window by going to 
Developer > Code > Visual Basic or shortcut ALT+F1 1 


{| Microsoft Visual Basic for Applications - Highlight Custom Text.xlsm - [Sheet (Code)] po - o x 
@ Eile Edit View Insert Format Debug Run Tools Add-Ins Window Help -8x 
Ka- ы BAY > п ш We) 3 P & Ө into Cor " 

Project - VBAProject х| [(Generan E [FigniigntCustomTert ~] 
oga [ca] = Sub HighlightCustomText () fadi 


VBAProject (Highlight Custom 7 
9-5 Microsoft Excel Objects "бес the Custom Text 

ШШ) Sheet1 (Macro) Dim txt As String 

É) ThisWorkbook txt = InputBox("Enter the Custom Text", "Enter Text") 


Dim rng As Range 


‘Loop through all values in the selection 
For Each rng In Selection 


‘If the value is the same as the custom text, then set the font color to red 
S + If rng.Value = txt Then 
Properties - Sheet] x rng.Font.Color = RGB(255, 0, 0) 
End If 
Sheet1 Worksheet E Next 
ise | categories | End Sub 


(Name) Sheet1 
DisplayPageBreaks — False 
DisplayRightToLeft False 


e Procedures - these are also called Macros and serve as the 
containers of our code. Notice that there are no spaces in the 
procedure name: AddDatelnFooter() 


$4 Microsoft Visual Basic for Applications - Add Date In Footer.xlsm - [Sheet1 (Code)] 
г File Edit View Insert Format Debug Run Tools Add-Ins Window Help 


Ea- a a » ш ш М SF 5 Ө n co ы 
Project - VBAProject X] | [[Generan = | [AddDateinFo 
oga ы Sub AddDateInFooter() 
IE 
= BÉ VBAProject (Add Date In Foc 'For this example, we are using the left footer to show the date 
B- Microsoft Excel Objects With ActiveSheet.PageSetup 
EB] Sheet1 (Macro) .LeftFooter = "&D" 
3&'] ThisWorkbook .CenterFooter - "" 


.RightFooter = "" 
End With 
ActiveWindow.View = xlNormalView 


End Sub 


e Modules - these are containers of the Procedures 
Project - VBAProject X| 


а 5 
= ГА VBAProject (Add Date In Footer.xIsm) 
=|) Microsoft Excel Objects 
EE] Sheet1 (Macro) 
+) ThisWorkbook 
-1-&3 Modules 
«$$ Modulei 
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Project - this is a container of Modules. A single Excel workbook is 
a project of VBA code 


Project - VBAProject x| | 


4 


=- Microsoft Excel Objects 


EE] Sheet1 (Macro) 
$) ThisWorkbook 
-E3 Modules 

«$$ Modulei 


Here is a list of common keywords you will see in Macros. You can 
always refer back to this list as you go through the examples in the 
book: 


Keyword Definition 


as Used when defining the data type of a variable 
dim Used for declaring variables 

Combined with the For keyword (e.g. "for each...") to access the individual components in 
each a collection 


else Combined with the then keyword for alternate scenarios 

end Used to end a procedure 

exit Used to leave a procedure prior to the end statement 

for Used to iterate one or more actions a specific number of times 
function Defines a block of code that can return a value 

if Used for specifying conditions 

integer Used to define a number between -32,768 and 32,767 

is Compares two object references 

long Used to define a number between -2,147,483,648 and 2,147,486,647 
next Used with the For keyword to create set of repetitive instructions 
on error Used to capture and handle errors properly 

resume Used with the On Error keyword to handle errors properly 

string Used to define text variables 

sub Defines a block of code that does not return a value 

then Combined with the If keyword for alternate scenarios 

to Used with the For keyword when repeating 

with Used to perform multiple operations on a single object 
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Running a Macro 


Running a Macro is very straightforward: 


Go to Developer > Code > Macros 


Home Insert Page Layout Formulas Data Review View Developer Help Power Pivot Q Tell me what y4 


es ЕА = = № УА [E] Properties E Em Е Import 
"m - lis] Use Relative References + шы “QJ View Code 47] Expansion Packs | 
Visual Macros | Add- Excel COM Insert Design | Source 
Basic /*. Macro Security ins Add-ins Add-ins - Моде [3] Run Dialog : 
Code Add-ins Controls XML 


Macros can be located in: 


e This Workbook; or 
e All Open Workbooks 


Make sure your Macro name is selected from the list. 
Click Run. 


Then your code will execute from there. 


Macro ? x 
Macro name: 
 Sheeti.AddCustomFooter 
Sheet1.AddCustomFooter 
Step Into 
Edit 
Create 
Delete 
Options... 
Macros in: | All Open Workbooks m 
Description 
Cancel 
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Using the Quick Access Toolbar to run a Macro 


If you use a specific Macro frequently, then it is a good idea to add 
it to the Quick Access Toolbar in Excel for easy access. 


Go to Customize Quick Access Toolbar Dropdown > More 
Commands 


New 


"A 
Open 
Po 

v Save bd 
Email 
Quick Print 

F10 У 
Print Preview and Print 
A c 


Spelling 


v Undo 
Add »te 
| US v Redo Z&S 
~ Sort Ascending 
Macı 


Sort Descending 


1 


Touch/Mouse Mode 


Show Below the Ribbon 


1 


1 


ро NOUA WN — 
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Under the Choose commands from drop down, make sure to select 
Macros. 


Pick your Macro and click Add. 


Excel Options ? x 
G | 5 x : 
T eu Customize the Quick Access Toolbar. 

Formulas mi 

Choose commands from: Customize Quick Access Toolbar: CÓ 
Proofing 

Macros + For all documents (default) hd 

Save 
Language <Separator> E] Save 

Pa 5 ddCustomFooter  __ = © Undo |› 
Ease of Access СЭ Redo | > 
Advanced 
Customize Ribbon = 
Quick Access Toolbar << Remove 
Add-ins 


Trust Center 


: Customizations: | Reset v |G 
C] Show Quick Access Toolbar below the usomuauons erm 


Ribbon Import/Export ¥ |© 


Your Macro should now be added to the Toolbar. Click OK. 


Excel Options ? x 
G | - : : 
pm e Customize the Quick Access Toolbar. 

Formulas Е 

Choose commands from: C) Customize Quick Access Toolbar: © 
Proofing 

Macros ы For all documents (default) 7z 

Save 
Language "«Separator» =Й Save 

a Sheetl.AddCustomFooter €) Undo |» 
Ease of Access СЭ Redo D 
Advanced Sheetl.AddCustomFooter 


Customize Ribbon [4] 
Quick Access Toolbar 
Add-ins 


Trust Center Modify... 


Customizations: Reset v 


Show Quick Access Toolbar below the 
Ribbon Import/Export v | ^ 
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Click on the Macro icon that is now located on the top or bottom of 
your Ribbon and it will now run this Macro! 


Insert Page Lavout Formulas Data Review 


Custom Footer 


X Cut 
EB) Сору ~ 


Enter your text for the custom footer 


"i 


Paste oO 
~ Y Format P | 
Clipboard Alignme 
F10 ы 
=i A 1 L 
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Macros: Enabling VBA in Excel 


Most Excel workbooks do not have the Developer tab activated. 


This is needed in order to execute & create Macros. We can easily 
enable it in a few steps! Make sure you have Excel open... 


STEP 1: Right click anywhere on your Ribbon and select Customize 
the Ribbon: 


Home Insert Page Layout Formulas Data Review View 


X, Cut Calibri “In -l\A А = 8 3- fw 
EB Copy ~ NERO бы 
' Format Painter Bd ушу 2 "A> = = S2= ым 
Clipboard i Add to Quick Access Toolbar [ment 
cs Y Customize Quick Access Toolbar.. 


Show Quick Access Toolbar Below the Ribbon 


Customize the Ribbon 


A Collapse the Ribbon 


STEP 2: Make sure the Customize Ribbon is selected. Then select 
the Developer option under Main Tabs. Click OK. 


General 
Formulas 


Proofing 


Advanced 


Customize Ribbon 


Quick Access Toolbar 
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After that you should be able to see the Developer tab enabled: 


File Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want td 


№ [E] Properties 3 Е Import 
7 RE Use Relative References = А] View Code 13] Expansion Packs 
Visual Macros : Add- Excel COM Insert Design Ў Source 
Basic 4%. Macro Security ins Add-ins Add-ins - моде 12) Run Dialog 
Code Add-ins Controls XML 


.XLSX vs .XLSM 


For a Macro to run, the Workbook’s file extension should be in a 
.XIsm format - which is a Macro enabled format. 


You can change this under: 


File » Save As » Save As Type » Excel Macro-Enabled 
Workbook(*.xl sm) 


Excel Workbook (*.xlsx) 


Excel Macro-Enabled Workbook (*.xlsm) 
Excel Binary Workbook (*.xlsb) 

Excel 97-2003 Workbook (*.xls) 

CSV UTF-8 (Comma delimited) (*.csv) 


Enabling All Macros 


To ensure all Macros in this book will run without any issues, go to 
File > Options > Trust Center > Trust Center Settings > Macro 
Settings 


Ensure Enable all macros is selected. Click OK. 


? x Trust Center 


Trusted Publishers 
Help keep your documents safe and your computer secure and healthy. 
Trusted Locations 


Security & more Trusted Documents 


Trusted Add-in Catalogs 


Microsoft Excel Trust Center 


The Trust Center contains security and privacy settings. These settings help keep your 
computer secure, We recommend that you do not change these settings. Trust Center Settings... 
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Macros: Insert Button to Runa 
Macro 


What does it do? 


We can insert a button and configure it to run a specific Macro. It 
makes things simpler and the user only needs to click this button 
every time they want to execute the Macro. 


We will be using the Autofit Columns Macro Workbook to 
demonstrate how to create our own button. 


The Macro will autofit all of the columns to fit to its contents. 


You can use this technique to create buttons to run any Macro. 


Final Result: 


A B € A B C 
озюм moo ph Salesperson ру |. customer | pronucrs | saes person [s 
2 NG ISLANDS I SOFT DRINKS Michael Jackson 2 | LONGISLANDSINC  SOFTDRINKS Michael Jackson 
3 ING ISLANDS | SOFT DRINKS Michael Jackson 3 | LONGISLANDSINC  SOFTDRINKS Michael Jackson 
4 NG ISLANDS I SOFT DRINKS Michael Jackson 4 | LONGISLANDSINC SOFTDRINKS Michael Jackson 
5 |NG ISLANDS I| SOFT DRINKS 1 Michael Jackson 5 | LONGISLANDSINC  SOFTDRINKS Michael Jackson 
6 ING ISLANDS I SOFT DRINKS Michael Jackson Less 6 | LONGISLANDSINC  SOFTDRINKS Michael Jackson 
7 NG ISLANDS! SOFT DRINKS Michael Jackson 7 | LONGISLANDSINC SOFT DRINKS Michael Jackson 
8 ING ISLANDS! SOFT DRINKS Michael Jackson 8 | LONGISLANDSINC SOFT DRINKS Michael Jackson 
9 NG ISLANDS I SOFT DRINKS Michael Jackson 9 | LONGISLANDSINC SOFT DRINKS Michael Jackson 
10 ING ISLANDS I SOFT DRINKS Michael Jackson 10 | LONGISLANDSINC SOFT DRINKS Michael Jackson 
11 NG ISLANDS I SOFT DRINKS Michael Jackson 11| LONGISLANDSINC  SOFTDRINKS Michael Jackson 
12 ING ISI ANNS I SAFT DRINKS Michael larksan 12! LONGISIANDSINC SOFTDRINKS Michael lackson 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Let us select a shape you prefer. Go to Insert > 
Illustrations > Shapes > Rounded Rectangle: 


H ©- 


File Home Formulas Data Review View 


[kl E; Hi Get Add-ins re j 
ME 
PivotTable Recommended Table te р, Recommended ч 
PivotTables ә om Ы Charts D- l> 
Tables Add-ins Charts 
| е = E] SmartArt 
= | ас. lag ду Screenshot ~ 
Pictures Online 
4 А Е . C 
Pictures 
1 Ill Recently Used Shapes [4| 
2 | IE\\DODALLS SB) 
3 NUL OX 
j шишигин -- 
SOFT DRINKS SNELL ъълоя 
6 ING ISLANDS I SOFT DRINKS R = 
LJCJ)DYOYOD3LD3OCJ 
7 ING ISLANDS I SOFT Basic Shapes 
8 NGISLANDS I SOFT DRINKS FOANDASQ0OO® 
9 NG ISLANDS I SOFT DRINKS @ (ЪСУО ПГ LZ ESO 
10 NG ISLANDS | SOFT DRINKS HO@ALDOYVAES CBD 
11 NG ISLANDS I SOFT DRINKS Got ) t) 
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STEP 2: Place the shape anywhere on the sheet that you want. 


Double click on the shape to type the text: Autofit All Columns. 


You can change the font, font size, and center the text as well. 


+ Q LL Е 


Style Fill Outline 


36 
ЕВ 
& 


[А 


* 
k 


is 


4 А B 

1| 

2 Autofit All Columns 

=| е, ө, 

. ECHTE 

5 NG ISLANDS I SOFT DRINKS 

6 ING ISLANDS | SOFT DRINKS 

7 NGISLANDS I SOFT DRINKS 

8 NG ISLANDS | SOFT DRINKS 

9 NG ISLANDS I SOFT DRINKS . 

10 NG ISLANDS | SOFT DRINKS . 

11 NG ISLANDS | SOFT DRINKS . 

jm ISLANDS | SOFT DRINKS 

13 ING ISLANDS | SOFT DRINKS 

14 NG ISLANDS | SOFT DRINKS 

15 NG ISLANDS I SOFT DRINKS 

16 NG ISLANDS | SOFT DRINKS 

17 NG ISLANDS I BOTTLES 

18 ING ISLANDS | BOTTLES 

19 ING ISLANDS | BOTTLES 
— —  — 


Cut 


Copy 
Paste Options: 


[еч 

г 

Edit Text 
Edit Points 


Link 


Smart Lookup 


Edit Alt Text... 


Set as Default Shape 
[| Size and Properties... 


Format Shape... 


I 
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STEP 4: We have one Macro that is already created for you. 


Select This Workbook from the dropdown, then select the 
AutoFitAllColumns Macro. Click OK. 


Assign Macro ? x 
Macro name: 
Sheet2.AutoFitAllColumns ^ | Edit 
Sheet2.AutoFitAllColumns 
Record... 


Macros їп: This Workbook m 


Description 


Let us try it out now! Click on your shape/button and see the magic 
happen! All of your columns are now autofitted! 


A B c | D E F G | H І J 


1 

3 
oe | me) 
5 | LONG ISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 4/13/2012 24,640 January Acme, inc. 

6 | LONG ISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 12/21/2012 24,640 2012 February Qi Widget Corp 

7 | LONGISLANDSINC  SOFTDRINKS MichaelJackson AMERICAS 12/24/2012 29,923 2012 March Qi 123 Warehousing 
8 | LONGISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 12/24/2012 66,901 2012 April Q2 Demo Company 

9 | LONGISLANDSINC SOFTDRINKS MichaelJackson AMERICAS 12/29/2012 63,116 2012 May 92 Smith and Со. 

10 | LONGISLANDSINC  SOFTDRINKS Michael Jackson AMERICAS 6/28/2012 38,281 2012 June Q2 Foo Bars 

11| LONGISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 6/28/2012 57,650 2012 July оз АВС Те!есот 
12| LONGISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 6/29/2012 90,967 2012 August Q3 Fake Brothers 

13, LONGISLANDSINC  SOFTDRINKS MichaelJackson AMERICAS 6/29/2012 11,910 2012 September Q3 QWERTY Logistics 
14 | LONGISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 7/6/2012 59,531 2012 October Q4 Demo, inc. 

15| LONGISLANDSINC  SOFTDRINKS MichaelJackson AMERICAS 7/6/2012 88,297 2012 November Q4 Sample Company 
16 | LONG ISLANDSINC SOFT DRINKS Michael Jackson AMERICAS 9/8/2012 87,868 2012 December Q4 Sample, inc 

17 | LONG ISLANDS INC BOTTLES Michael Jackson AMERICAS 9/8/2012 95,527 2012 January 01 Асте Согр 

18 | LONG ISLANDS INC BOTTLES MichaelJackson AMERICAS 6/30/2012 90,599 2012 February Qi Allied Biscuit 
1| LONG ISLANDS INC BOTTLES MichaelJackson AMERICAS 12/23/2012 17,030 2012 March Q1 Ankh-Sto Associates 


| Macro cae © 4T 
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Macros: Add Macro to Quick Access 
Toolbar 


What if there's a Macro that you're using all of the time, day in, day 
out? We can add a Macro to the Quick Access Toolbar in Excel for 
easy access! 


Download the file which has our sample macro inside the Excel 
Workbook. 


The sample macro (Macro2) will set your selected text to yellow, 
bold and italic: 


A How to Add a Macro to the Toolbar in Excelxism - Module! (Code) 


| (General) 


Sub Масго2 () 


Macro2 Macro 


Selection.Font.Bold = T 
Selection. Font.Italic = 
With Selection. Interior 

.Pattern = xlSolid 


.PatternThemeColor = xlThemeColorAccentl 

.Color = 65535 

.TintAndShade = 0 

.PatternTintAndShade = 0.799981688894314 
End With 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Right click on the top Ribbon and select Customize Quick 
Access Toolbar. 
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How to Add a Macro to the Toolbar in Excel.xism - Excel 


Review View Add-ins 


Customize Quick Access Toolbar... 


ves ШЕЕ | Show Quick Access Toolbar Below the Ribbon mem №7 (1 Properties [ЕЕ ЕВ Map Pre 
LI mall =. dw н 
m — 2] View Code 13] Expansi 

Visual Macros Customize the Ribbon... Insert Design [8] Run Dial Source _ 
: а i е Refrest 
Basic Collapse the Ribbon Mode un Dialog [1 Refresh 
wuut munus Controls X 

[d = ғ 


STEP 2: On Choose commands from, select Macros from the drop 
down. 


Select Macro2 and click Add >> 


Excel Options ? x 


G 1 - : n 
xix le Customize the Quick Access Toolbar. 
Formulas 


Customize Quick Access Toolbar: ci 
Proofing zu ж 


| For all documents (default) -| 


Save 


Language | кр Ы Save 
Advanced 


СӘ Redo L 


Customize Ribbon 
Quick Access Toolbar 
Add-ins 


Trust Center 


Add »» РЧ 


2 Cust zati Reset ~ і 
| Show Quick Access Toolbar below the uas = 
Ribbon Import/Export ¥ | D 


| ок || ске 
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On the right side, make sure Macro2 is selected and click 
on Modify. 


Select any Symbol that you like to represent this macro and 
click OK. 


Ge | ра“ | ; 
idi ен Customize the Quick Access Toolbar. 
Formulas = 
Choose commands from: Customize Quick Access Toolbar: i 
Proofing : 
Macros x For all documents (default) = 
Save 
Language <Separator> H Save 
Wa Macro2 €) Undo 
| Advanced iQ Redo 
| | > 
Customize Ribbon E Macro2 


Quick Access Toolbar | 
Add-ins 
| Trust Center [ч a © 
атор 
iao: 
"$' > — ih x 
ишпш ш 
р: ай 
2 Xt MBE = Ole 
[A XC мг DT] 7 
> і Ра Б $9 
Seley | EE) 


Display name: |Macro2 


[ 
25 Customizations: Reset * | i | 
| Show Quick Access Toolbar below the — 


—— 
Ribbon | Import/Export vje 


OK | Cancel 


Macros: Add Macro to Quick Access ТоТ 141 ) EXCEL TIPS 


Go back to Excel Tips Go to Table of Contents 


Click OK to finish the setup. 


Excel Options ? x 
General [A - = 
= "uu Customize the Quick Access Toolbar. 
Formulas Ж 
Choose commands from: Customize Quick Access Toolbar: 
Proofing 
Macros ы For all documents (default) ы 
Save 
Language <Separator> E Save 
„б, Macro2 €) Undo L 
Advanced С? Redo › 
" з 
Customize Ribbon [5% Масто2 
Quick Access Toolbar 
Add-ins 
Trust Center 
Add >> a 
<< Remove 
Modify... 
Customizations: Reset v 
Show Quick Access Toolbar below the oe = ] 
Ribbon Import/Export v |G 


STEP 3: Now let us try out the macro in action! 


Select a range of cells and try out your new Quick Access Toolbar 
button! 
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Insert Page Lay 
Da 
i 96 Cut Calibri 
BE Copy * 
Paste B X ‘the 
S Format Painter Б 
Clipboard ra | 
АВ = f 


That was easy! Now you can access your macro with just one click! 
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Microsoft Office 365 Tips: Ideas, 
Stocks & Stock Images 


If you have an Office 365 subscription it is a whole lot of fun, as 
Microsoft constantly adds new features and you get to explore them 
right away. 


| have 3 cool features to share, so check out these hidden gems with 
your Office 365 subscription! 


FEATURE #1: Ideas in Excel 


Ideas (also called Analyze Data) is a cool feature that allows you to 
ask questions about your data in plain English. Excel will then 
provide a quick visual summary or discover trends in your data. 


To get the most of Ideas, you need an Excel Table with data. 


STEP 1: Go to Home > Ideas 


ul 
а ане ЕШШ яя пшне оа о A ы a aea ИЙ 
Clipboard Font Alignment Number Styles Cells Editing 
Al 
A B c D E F G H | J K L M N о 
1 Year Category Product Region Sales Rating 
2 2018 Accessorie Lights West $ 27,800 7796 
3 2018 Clothing Vests MidWest $ 1,300 2596 
4 2019 Componer Pedals NorthEast $ 6,200 3896 
5 2017 Accessorie Helmets MidWest $ 7,500 8296 
6 2017 Clothing Bib-Shorts NorthEast $ 700 28% 
if 2018 Accessorie Helmets West $ 17,000 9096 
8 2019 Clothing Gloves West $ 27,000 8896 
9| 2018 Componer Chains NorthEast $ 16,400 7096 
10 2018 Clothing Jerseys MidWest $ 3,800 4896 
11 | 2017 Componer Bottom Brackets South $ 500 3596 
12 2018 Bikes Mountain Bikes MidWest $ 6,300 4096 
13 2019 Componer Bottom Brackets MidWest $ 600 27% 
14 2017 Accessorie Pumps West $ 700 10% 
151 2017 Clothing  lersev« NorthFast < в 700 5% 


STEP 2: Excel will immediately offer you a couple of ideas on how to 
represent your data to perform analysis. If you are happy with one 
of them, click the Insert button. 
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Ideas x^ Nu Ideas =, ж 


k^ Ask a question about your data k^ Ask a question about your data 


се Which fields interest you the most? @ Which fields interest you the most? 


‘Sales’ by ‘Category’, ‘Product’ and ‘Sales Region’ 
‘Category’: Accessories has noticeably higher ‘Sales’. 


Sum of Sales Column Labels 

Row Labels NorthEast MidWest West South Grand Total 

Accessories $235,900 $100,600 $44,100 $58,700 $439,300 
Lights $36,700 $27,800 $2,500 $21,600 $88,600 D 
Tires and Tubes $86,200 $86,200 
Helmets $34,000 $25,300 $7,500 $15,000 $81,800 
Locks $45,000 $29,800 $74,800 
Bike Racks $34,000 $600 $3,400 $22,100 $60,100 
Pumps $17,100 $30,700 $47,800 

Bikes $13,000 $18,200 $40,000 $9,400 $80,600 
Road Bikes $3,500 $25,200 $4,600 $33,300 
Mountain Bikes $3,100 $14,800 $4,800 $22,700 
Cargo Bike $9,900 $9,300 $19,200 


Tourina Bikes $5,400 $5,400 , : н Р : i : А 
ө ө ө + Insert PivotChart 
+ Insert PivotTable 
Frequency of ‘Sales’ 


‘Rating’ by ‘Year’ and ‘Sales Region’ 


STEP 3: You can also type in a question. For example, we typed in 
“What are the Sales by region?” 


Once you are happy with what Excel has prepared, click Insert 
PivotChart and you will immediately have it ready with no setup! 


Ideas т x 


~ Question 


What are the Sales by region? 
Answer 


Showing total Sales by Sales Region. 


‘Sales’ by ‘Sales Region’ 


+ Insert PivotChart s this helpful 
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FEATURE #2: Stocks Data Type 


This is a new linked data type as you can get real stock data online 
in just a couple of steps. 


STEP 1: Select your list of stocks 


Stocks 


STEP 2: Go to Data > Data Types > Stocks 


Data Review View Help Design 
— 
ries & conga M Пр 
Stocks Geography 
Connections Data Types 


STEP 3: Let us get some online stock data! 


Click the Add Column button and select Previous close 


B C 
Stocks Е 


Stocks 


M Microsoft Corp High 

fit Advanced Micro Devices Inc |”, 
fft AT&T Inc Last trade time 
f General Electric Co urs 
fft Harley-Davidson Inc Name 

M Boeing Co I 


Price 

Price (after hours) 
Shares outstanding 
Ticker symbol 


Volume 
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STEP 4: Now you have your stock data! Keep on adding more 
columns as needed 


B G 
Stocks . Previous ое 
fit Microsoft Corp $ 100.86 
$ 17.11 
MATAT Inc $ 32.19 
M General Electric Co $ 13.20 
ШЇ Harley-Davidson Inc S 45.57 
M Boeing Co S 354.70 


FEATURE #3: Royalty-free Premium Images 


Microsoft has added premium images that you can use for free and 
it is a blast to explore on what it has to offer. 


STEP 1: Go to Insert > Pictures > Stock Images 


ex i, le 
Pictures Screenshot Photo 
v v Album 


Insert Picture From 


i ES This Device... 


|У 
| КО] Stock Images... 
| Fẹ Online жыны 
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STEP 2: Explore the different categories. You can check out Stock 
Images, Cutout People, Icons and even Stickers! 


Stock Images Cutout People Icons Stickers 


ШАЯ: г gen Em 
ат ш o T a 
em. ТӨШ ДЗ ESSI 
ка ш 2: — ts 
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ee E] E] ES d) d O — vc -— -— + BB 
Be e?-—-c—*' 5,8 Se Ae BH DH Ф 
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É ox 9 0 0 * * 9 OQ O9 é CAH Iw = 
ттоо у уу з= v X ox = 
Пт ДЫ Ағ 4 йа © © s Sess b o t$ 
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Quick Access Toolbar 


The Quick Access Toolbar (QAT) is located at the top left-hand 
corner of the ribbon and has the most commonly used commands, 
like the Save, Undo and Redo. The QAT is unique to each user’s 
workbook settings. 


Insert Page Layout 


ОЕ 96 Cut Calibri vl 
EB Copy ~ 
e 


= "* Format Painter 


Did you know that you can customize this to your needs? I will show 
you how to do this below! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: You can move the QAT below or above the ribbon by 
right clicking on the QAT and making the selection Show Quick 
Access Toolbar Below the Ribbon. 


Access loolbar.xlsx - Excel 


Review 


Customize the Ribbon... 


i! 
| 
lt 


э= 
Collapse the Ribbon 
Clipboard ТУЛ Font IS Alignment 
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STEP 2: You can also add your favorite commands to the QAT by 
right clicking on your favorite command in the ribbon and selecting 
Add to Quick Access Toolbar. 


For our example, let us right click on Bold and select Add to Quick 
Access Toolbar. 


Quick Access Toolbar.xlsx - Excel 


Formulas Data Review View 
M Calibri Vil2 Via А = Ж v- 
Е EB Сору ~ 
= += э= 
= 9% Format Painter В yu clc 
Hiest E Customize the Ribbon... SANA 
LIO 77 Collapse the Ribbon 
D7 M fe | 41140 


This will now add the Bold command to our QAT. 


Quick Access Toolbar.xlsx - Excel 


Insert Page Layout Formulas Data Review 


a" м Calibri |12 vi А | = = V. | Pw 
& Copy ~ 
Paste ee -A- BSCE 
- Format “Ж ru 8-12 - Д A tS 
Clipboard Font fs Alignment 
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STEP 3: Finally, you can activate your QAT commands by pressing 
the ALT key on your keyboard and then pressing the number (e.g. 
1,2,3 etc.) that appears at the bottom of that command. 


In our example, you can use ALT + 4 to activate the Bold command. 


Quick Access Toolbar.xlsx - Excel 


Page Layout Formulas Data Review View Developer Help Power Pivo 
[3 % Cut Calibri м2 мА A | = = 8 V-  Pwuaplet Date 
I is Copy ~ 
aste + | e| Ov -| zE- e» E + 
+ © Format Painter - Bs amm 2 == = c $ - 96 
Clipboard fs Font fs Alignment fs Num 


C6 “| fe | 4/13/2015 

A B € D E 

ө, 

: Quick Access Toolbar 
2 | 
3 = 
4 
5 © YEAR — 
6 Acme, inc. NORTH 4/13/2015 -5,701 2014 
7j Widget Corp NORTH 12/21/2015 41,140 2014 
8 123 Warehousing EAST | 2/15/2015 49,134 2014 
9 Demo Company CENTRAL 6/28/2015 -16,813 2015 
10| Smith and Co. soUTH | 8/22/2015 | -35,229 2015 


Foo Bars WEST 12/31/2015 | -8,942 2015 
ABC Telecom NORTH | 4/13/2015 | 46,567 2014 
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Status Bar Metrics 


When you select a range of cells you can quickly see key metrics like 
the Sum, Count, Minimum, Maximum and Average. 


To activate this, you will need to Right Click on the Status Bar at the 
bottom of your workbook and choose the metrics that you want to 
show. Once selected, these options remain saved for all future 
workbooks. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Right click anywhere on the Status Bar to show the 
customization menu 


H тҮ - Metrics on Status Bar.xlsx - Excel t Customize Status Bar 
File Home Insert Page Layout Formulas Data Review View Developer Help Desi эзе 
v Elash Fill Blank Cells 
e s [Calibri Y [12 "А А" = = ES vw ab Wrap Text [Currency v Elash Fill Changed Cells | 
Paste x i Bru |= 2 = A c =— 89 — == $. % ж « Workbook Statistics Workbook Statistics jt 
- v Sensitivity 
Clipboard & Font Is Alignment [E Number и 
v Signatures Off 
D15 af fe 38281 v Information Management Policy Off 
A B C D v Permissions Off П 
| w^ ауу КЕЛШЫШЫН US 0] о онг 
6 J Num Lock On 
7 v Scroll Lock Off 
: v Fixed Decimal Off 
. REGION .  ORDERDATE . SALES - c" MN 
9 CUSTOMER -~ " " "ИШ... 
10 Асте, їпс. NORTH 4/13/2014 $55,815 Al v Macro Recording Not Recording 
11 Widget Corp SOUTH 12/21/2014 $94,908 Dece Accessibility Checker 
12| 123 Warehousing EAST 2/15/2014 $57,088 ШУ ‘selection Mode 
13. Demo Company WEST 5/14/2014 $56,539 ы емине 
v Average 
14 Smith and Co. NORTH 6/28/2015 $63,116 Ju p " i 
Coun 
15 | Foo Bars SOUTH 1/15/2015 | $38,281 | Jan Numerical Count 
16 | ABC Telecom EAST 8/22/2015 $57,650 Au; Minimum 
17 Fake Brothers WEST 12/31/2015 $90,967 [есе imum 
| м Sum 
18 = 
| v Upload Status 
19 v View Shortcuts 
20. - v Zoom Slider - 
| Analysis @ 120% 
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STEP 2: Tick the values that you want to be displayed in your Status 


Bar 


Customize Status Bar 

v Cell Mode 

v Flash Fill Blank Cells 

v Elash Fill Changed Cells 
Workbook Statistics 
Sensitivity 

Signatures 


Information Management Policy 


ы WC SP OS 


Permissions 
Caps Lock 

Num Lock 

Scroll Lock 

Fixed Decimal 
Overtype Mode 
End Mode 
Macro Recording 
Accessibility Checker 
v Selection Mode 
Page Number 
Average 


Count 


Minimum 
Maximum 


Sum 


м 
v 
v 
v Numerical Count 
v 
м 
v 


v Upload Status 
View Shortcuts 
Zoom Slider 


Zoom 


Workbook Statistics 


Off 
Off 
Off 
Off 
On 
Off 
Off 


Not Recording 


120% 


Now when you select and highlight numerical values, these auto- 
computed metrics will now show up in your status bar! 


© REGION .  ORDERDATE . 

10 Acme, inc. NORTH 4/13/2014 April 

11 Widget Corp SOUTH 12/21/2014 December 
12| 123 Warehousing EAST 2/15/2014 February 
13 Demo Company WEST 5/14/2014 $56,539 May 
14 Smith and Co. NORTH 6/28/2015 | $63,116 June 

15 Foo Bars SOUTH 1/15/2015 $38,281 January 
16 ABC Telecom EAST 8/22/2015 | $57,650 | August 
7 Fake Brothers WEST 12/31/2015 $90,967 | December 
18 

19 
_20 | . 

Analysis | — (9 
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Synchronous Scrolling 


When you have two workbooks or worksheets that you want to view 
side by side to do a quick check, Excel has you covered! 


Here is a quick scenario wherein we have similar data however it is 
split across two tables inside a single workbook: 


H S- z Synchronous Scrolling.xisx:1 - Excel Sign in [кај - [m] x - E nronou E | Signin | 
File Ноте | Insert | Page Layout | Formulas | Data | Review Ш Help | Design © Tellme Я Share Data | Review | View | Help| Design © Tellme Я Share 
m r3 Q [3 iq CE New Window = ra EET = i^ % A = % Fa Conditional Formatting ~ 8 р 
Workbook | Show | Zoom x rus E Arrange All э» on li Mace Paste a отете | Eee Cells | Editing 
Пе = Selection | Е Freeze Panes ~ Windows = E . « 5 Ж = 2 Cell Styles ~ S 3 
Zoom Window Macros A | Clipboard т Styles ^ 
C10 = fe 11910 ы А1 - fe CUSTOMERS x 
a с à 
1 1 
2 Acme, inc. 4/13/2012 2 Acme, inc. 16,999 
3 Widget Corp 12/21/2012 3 Widget Corp 13,059 
4 123 Warehousing 12/24/2012 4 123 Warehousing 13,826 
5 | Demo Company 12/24/2012 5 Demo Company 18,658 
6 | Smith and Co. 12/29/2012 6 Smith and Co. 19,949 
Lj Foo Bars 6/28/2012 7 Foo Bars 15,054 
8 ABC Telecom 6/28/2012 8 ABC Telecom 15,524 
9 Fake Brothers 6/29/2012 9| Fake Brothers 18,794 
10 QWERTY Logistics 6/29/2012 10 QWERTY Logistics 14,775 
11 Demo, inc. 7/6/2012 11 Demo, inc. 10,870 
12| Sample Company 7/6/2012 12 Sample Company 16,134 
13 Sample, inc 9/8/2012 13 Sample, inc 16,886 
14) Acme Corp 9/8/2012 140 Acme Corp 19,530 
15 Allied Biscuit 6/30/2012 15 Allied Biscuit 17,151 


16|  Ankh-Sto Associates 12/23/2012 16, Ankh-Sto Associates 11,262 
10.309 


17 Extensive Fnternrise 12/8/2012 hd) Ti Extensive Fnternrise 
| Data DS pM › [ Anaiysis_| DM 


Analy 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Since we want to view 2 worksheets from the same 
workbook, go to View > Window > New Window 


Н sS- > Synchronous Scrolling.xlsx - Excel 


File Home Insert Page Layout Formulas Data Review i Q Tell me what you want to do 


ЕЕ Е Formula Ваг а Е: =" = E] m En 


Hide CB 
Page Break Page Zoom 100% Zoomto New Arrange Freeze 


[S 


Gridlines (“| Headings 


Preview Layout Selection | Window All  Panes- e s" : w 
Workbook Views Show Zoom Window 
cin Y f£ 1101) 


STEP 2: Now we have 2 views on the same workbook. On the first 
window, open Data, then select Data 2 on the second one. 


ш ©” - Synchronous Scrolling.xlsx:1 - Excel Sign in tH x i | Signin | 
File Ноте | Insert | Page Layout | Formulas | Data | Review Ш Help| Design ©) Tellme Q Share Е Insert | Page Layout | Formulas | Data | Review | View | Help| Design Q Tellme Q, Share 
Ё | | E; Q [5 ted FE New Window cm р ES i^ % | A | = | % | | FE Conditional Formatting - l 5 | | | р 
vere Gen || Йө жые) кй | шы ы Ккк ||| Macros pas ol || tay || eee les P preti Cells | Editing 
Views ~ М Selection | Е Freeze Panes [C] FA | Windowst | ~ ~ Y М - М [Z4 Cell Styles + - - 
Zoom Window Macros ^ | Clipboard т Styles ^ 
Al Y fe | CUSTOMERS vp al Y fe | CUSTOMERS Y 
A B c 2 А B c Е 
(| customers —— " " EE costs 
2| Acme, inc. 4/13/2012 24,640 2 | Acme, inc. 16,999 
3 Widget Corp 12/21/2012 24,640 3 Widget Corp 13,059 
4| 123 Warehousing 12/24/2012 29,923 4| 123 Warehousing 13,826 
5 | Оето Сотрапу 12/24/2012 66,901 5 | Demo Company 18,658 
6 Smith and Co. 12/29/2012 63,116 6 Smith and Co. 19,949 
7 | Foo Bars 6/28/2012 38,281 zi Foo Bars 15,054 
8 ABC Telecom 6/28/2012 57,650 8 ABC Telecom 15,524 
9 Fake Brothers 6/29/2012 90,967 9| Fake Brothers 18,794 
10 | QWERTY Logistics 6/29/2012 11,910 10 | QWERTY Logistics 14,775 
11 Demo, inc. 7/6/2012 59,531 “j Demo, inc. 10,870 
12| Sample Company 7/6/2012 88,297 12| Sample Company 16,134 
13 Sample, inc 9/8/2012 87,868 13 Sample, inc 16,886 
14) Acme Corp 9/8/2012 95,527 14) Acme Corp 19,530 
15 | Allied Biscuit 6/30/2012 90,599 15 | Allied Biscuit 17,151 | 
16 Ankh-Sto Associates 12/23/2012 17,030 16 | Ankh-Sto Associates 11,262 | 
1 12/8/2012 65.026 = Fxtensive Fnternrise 09 liz 
Data2| @ ri > [ Analysis 9 | ог | e E › 
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STEP 3: In any one of the windows, go to View > Window > View 
Side by Side 


rolling.xlsx:1 - Excel 


Data Review i Help Design Q Tell me what you want to do 


Y ГГ View Side by Side cir) 
laB Q E | гы кы 
wla Bar me а К" иш E ; E FD Е 
dings Zoom 100% Zoom to New Arrange Freeze __ Е Switch M 
Selection | Window АП Panes- — Yn! T Windows ~ 
Zoom Window M 


Now try scrolling up and down, you will see that the scrolling is 
synchronous for both windows! 


шч ө: > Synchronous Scrolling.xlsx:1 - Excel Sign in ica} - n x н S- = i Signin 


File Ноте | Insert | Page Layout | Formulas | Data | Review Ш Help| Design Q Tellme Q Share File Home | Insert | Page Layout | Formulas | Data | Review Ш Help| Design Q Tellme Я Share 


[8] [3 Q [3 E FE New Window cB ce ER [a] E Q [3 iei | FB New Window cB gm = 
аа | || es к Жолы Ес Ш а | Macros Workbook | Show | Zoom 100% Zoomto | DATAN DEN саһ | Macros 
ка: = Selection | Б Freeze Panes [7] В) windows- 5 Views - - Selection | [= Freeze Panes ~ В Windows ~ - 
Zoom Window Macros ^ Zoom Window Macros ^ 
Al x f CUSTOMERS = Al bs p CUSTOMERS x 
CUSTOMERS | ~ | ORDER DATE v | SALES М! ^ CUSTOMERS »|COSTS “| с E 
22 LexCorp 22 LexCorp 17,130 | 
23 | LuthorCorp 12/29/2012 34,714 23 | LuthorCorp 14,482 | 
24| North Central Positronics 4/15/2012 38,668 24| North Central Positronics 19,292 | 
25| Omni Consimer Products 12/8/2012 59,810 25| Omni Consimer Products 10,712 
26| Praxis Corporation 12/1/2012 19,056 26| Praxis Corporation 11,496 
27 Sombra Corporation 12/1/2012 34,096 27 Sombra Corporation 14,616 
28 Sto Plains Holdings 10/28/2012 80,441 28, Sto Plains Holdings 18,114 
29| Tessier-Ashpool 8/19/2012 15,306 29| Tessier-Ashpool 15,463 
30, Wayne Enterprises 2/8/2012 11,347 30| Wayne Enterprises 18,750 
31| Wentworth Industries 10/31/2012 11,136 31| Wentworth Industries 17,083 
32 ZiffCorp 10/21/2012 88,672 32 ZiffCorp 14,107 
33| Bluth Company 7/26/2012 82,202 33| Bluth Company 16,932 
34 | Strickland Propane 8/19/2012 70,480 34 Strickland Propane 19,596 
35| Thatherton Fuels 8/19/2012 17,523 35| Thatherton Fuels 19,274 | 
36 | Three Waters 8/12/2012 86,647 36 | Three Waters 15,331 | 
37 Water and Power 0728720 5,30 37 Water and Power 19,991 | 
|38.. Western Gas & Flectric 8/12/2012 29.185 т |38. Western Gas & Flectric — 16.922 | Е 
[ Analysis | Data | Data2 | @ Г _ › | Analysis эз о; o (T ] , 
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Worksheet Navigator 


A cool tip that most people may not know and one that is very 
handy is the what | call the Sheet Navigator. 


If you have lots of worksheets in your workbook and you quickly 
want to navigate to the last worksheets, all you need to do is Right 
Click in the bottom left-hand corner of your workbook where the 
sheet arrows are located and this will bring up a list of all your 
worksheets. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Right-click on the sheet arrows 


A Lm | € | d D | EE | ZE GN SUE 

2 Er. 
А S H E ET N A \ / | G ATO R nyexcelt(3*)nline сог 
, ЕЕЕ NAVIJA IZAN 
zi 
6 
8 Acme, inc. | NORTH 4/13/2014 $55,815 April 2014 
9 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
108 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
11 Demo Company WEST 5/14/2014 $56,539 May 2014 
12 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
13 Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
14 ABC Telecom EAST 8/22/2015 $57,650 August 2015 

Fake Brothers WEST 12/31/2015 $90,967 December 2015 


Analysis Analysis (2) || Analysis (3) Analysis (4) Analysis (5) Analysis (6) Analysis (7) Analysis (8) Analysis (9) |] ccn @ 
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STEP 2: Select the sheet that you want to navigate to. Click OK 


= 


Activate ? x 

Activate: 

Analysis (2) 

Analysis (3) 

Analysis (4) [H 

Analysis (5) 

Analysis (6) TH 

Analysis (7) 

Analysis (8) T 

Analysis (9) 

Analysis (10) ] 

Analysis (11) iT 

Analysis (12) 

Analysis (13) [H 

Analysis (14) | 
TH 
T 


| Cancel ғ 


1 


4/13/2014 
12/21/2014 
2/15/2014 
5/14/2014 
6/28/2015 
1/15/2015 
8/22/2015 
12/31/2015 


$55,815 
$94,908 
$57,088 
$56,539 
$63,116 
$38,281 
$57,650 
$90,967 


| Analysis (5) 


| Analysis (6) 


You have now jumped to your selected sheet in an instant! 


F 


6 н 


4/13/2014 
12/21/2014 
2/15/2014 
5/14/2014 
6/28/2015 
1/15/2015 


SHEET NAVIGATOR 


$55,815 April 2014 
$94,908 December 2014 
$57,088 February 2014 
$56,539 May 2014 
$63,116 June 2015 

2015 


nyexcet(34)nline con 


і 


1 
2 4 

3 + 

4 

s| 

6 

8 Acme, inc. NORTH 
93 Widget Corp SOUTH 
10) 123 Warehousing EAST 

11| Demo Company WEST 
12 Smith and Co. 

13 | Foo Bars 


$38,281 January 
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6 Simple Ways to Merge Cells in 
Excel 


1u (9) te»xe AL 


4j 


UJOO eul 


While working in an Excel Worksheet, you will come across scenarios 
when you will have to merge cells or combine cells in Excel. 
Knowing how to merge cells in Excel can be useful when you want to 
create titles for your reports or combine various cells into one. 


Excel has a number of approaches on how to merge cells in Excel 
that spans across rows and/or columns. 


Let's take a look at how to merge cells in Excel. 


We will go into detail about several approaches on how to merge 
cells in Excel. Each one will produce a different result and layout. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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How to Use the Merge & Center button 


A great way to customize the layout of your Excel worksheet is 


to use the Merge & Center feature in Excel. 


It is a great way to create a label that spans several columns. This 
feature will retain the value in the upper-left cell but keep in mind 
that all data in the other merged cells will be deleted. 


In the example below, you can see that the text "SALES REPORT" is 


located in a single cell in Al. Let us fix that! 


m 


A 
SALES REPORT 
CUSTOMER 


LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 


2 
3 
4 
5 
6 
7 
8 
9 


STEP 1: Select the cells AT:F1 that you want to merge. 


SALES REPORT 


oon nu 5 Ww NM 


CUSTOMER 


LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 


B 


с 


PRODUCTS SALES PERSON 


SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 


PRODUCTS 


SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 


Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 


SALES PERSON 


Michael Rose 
John Lee 

David Smith 
Simson Jones 
Charles Spector 
George Brown 


D 


SALES REGION 


AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 


SALES 
REGION 
AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 


ORDER DATE SALES 
08/04/20 24,640 
19/04/20 24,640 
14/04/20 29,923 
13/04/20 66,901 
20/04/20 63,116 
14/04/20 38,281 


ORDER DATE 


08/04/20 
19/04/20 
14/04/20 
13/04/20 
20/04/20 
14/04/20 


24,640 
13,850 
29,923 
66,901 
63,116 
38,281 


STEP 2: Go to Home > 'Alignment' group > Merge & Center button 


Clipboard Fa 
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Formulas 


Data 


li 


Review 


p- 


View 


Add-ins 


Ee Wrap Text 


к! 


Power 


Di 


= Z= |E)Merge&Center - | $ 


Alignment 


E 
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STEP 3: The currently selected cells will be merged, and their 
contents will be center aligned. 


A 


CUSTOMER 


LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 


wo Oo моль Ww N 


PRODUCTS 


SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 


E D 


SALES 
REGION 


SALES PERSON 


Michael Rose AMERICAS 
John Lee AMERICAS 
David Smith AMERICAS 
Simson Jones AMERICAS 
Charles Spector AMERICAS 
George Brown AMERICAS 


ORDER DATE 


08/04/20 24,640 
19/04/20 13,850 
14/04/20 29,923 
13/04/20 66,901 
20/04/20 63,116 
14/04/20 38,281 


Notice that the reference for the 6 merged cells cell points at AT. 


You can create headers/titles for your report that will make it much 
easier to understand. 


Other Merge & Center Options 


When you click on the drop down arrow beside the Merge & Center 
button in the Alignment group, you will see it contains a drop down 
list with additional options and each one produces a different result: 


CENE — —— 
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ita Review View Developer 


P 


ez Mz 


G 


Add-ins He 


ab, Wrap Text General ~ 


[53] Merge & Center ~ $- 9% 9 ы | 


Аід Merge & Center 


Merge Across 
EH Merge Cells 


-E Unmerge Cells 


Number r 
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e Merge Across - When a multi-row range is selected, this 
command creates multiple merge cells in Excel — one for each 
row. 


e Merge Cells - Merges the selected cells without applying the 
Center attribute. 


e Unmerge Cells -This unmerges the merged cells in Excel and 
we explain in detail below. 


Once you have learned how to merge cells in Excel, you should also 
know how to unmerge them: 


STEP 1: Select the cells that you want to unmerge. 


SALES REPORT 


H 


: CUSTOMER PRODUCTS SALES PERSON REGION ORDER DATE 

3 LONG ISLANDS INC SOFT DRINKS Michael Rose AMERICAS 08/04/20 24,640 
4 LONG ISLANDS INC SOFT DRINKS John Lee AMERICAS 19/04/20 13,850 
5 LONG ISLANDS INC SOFT DRINKS David Smith AMERICAS 14/04/20 29,923 
6 LONG ISLANDS INC SOFT DRINKS Simson Jones AMERICAS 13/04/20 66,901 
7 LONG ISLANDS INC SOFT DRINKS Charles Spector AMERICAS 20/04/20 63,116 
8 LONG ISLANDS INC SOFT DRINKS George Brown AMERICAS 14/04/20 38,281 
9 


STEP 2: Click the Merge & Center button or select the Unmerge 
Cells option from the drop down menu. 


+ к =  — —— 


ita Review View Developer Add-ins He 
$^. ab Wrap Text General ~ 
ts эш [3] Merge & Center {v $ v % 9 «0 3 
Align Merge & Center Number r 
Merge Across 
E Merge Cells 


G : J K 
ER] Unmerge Cells | 
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Your data is now unmerged. 


SALES REPORT 


SALES 
CUSTOMER PRODUCTS REGION ORDER DATE 


2 

3 LONG ISLANDS INC SOFT DRINKS Michael Rose AMERICAS 08/04/20 24,640 
4 LONG ISLANDS INC SOFT DRINKS John Lee AMERICAS 19/04/20 13,850 
5 LONG ISLANDS INC SOFT DRINKS David Smith AMERICAS 14/04/20 29,923 
6 LONG ISLANDS INC SOFT DRINKS Simson Jones AMERICAS 13/04/20 66,901 
7 LONG ISLANDS INC SOFT DRINKS Charles Spector AMERICAS 20/04/20 63,116 
8 LONG ISLANDS INC SOFT DRINKS George Brown AMERICAS 14/04/20 38,281 
9 


Even though this is a fairly simple process to know how to merge 
cells in Excel, it is not highly recommended, and further below we 
explain the alternatives to merge cells in Excel. 


If any data was lost when the original cells were merged, they will 
not be restored (unless your press CTRL + Z to undo the last action). 


Here are a couple of shortfalls once cells have been merged: 
e Excel Functions won’t work on merged cells 


e Excel 'Sort' command will not work on ranges that contain the 
merged cells. 


e Single column can’t be selected if it contains any merged cells 
e Excel Filters cannot be applied 


e Dates cannot easily be copy-pasted elsewhere 


Using Center Across Selection 


To achieve the same result as Merge & Center without having the 
above restrictions, use the Center Across Selection feature. This 
would merge the cells across columns and still let you select each 
cell individually. 
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STEP 1: Select the cells AT:F1 that you want to merge. 


SALES REPORT 


CUSTOMER 


LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 


Coon nun hU M 


SALES 
PRODUCTS SALES PERSON REGION ORDER DATE 


SOFT DRINKS Michael Rose AMERICAS 08/04/20 24,640 
SOFT DRINKS John Lee AMERICAS 19/04/20 13,850 
SOFT DRINKS David Smith AMERICAS 14/04/20 29,923 
SOFT DRINKS Simson Jones AMERICAS 13/04/20 66,901 
SOFT DRINKS Charles Spector AMERICAS 20/04/20 63,116 
SOFT DRINKS George Brown AMERICAS 14/04/20 38,281 


STEP 2: Press Ctrl + 1 to bring up the Format Cells dialog box. 


Wumber — Alignment Font Border Fil Protechon H 
i 
Category 
General Sange | 
Number SALES REPORT 
Currency 
Cet Ire 
Time 7 ES = 
Percentage a tes 
Fraction es 
Sdentiic 3.4.12 
3-14-12 
rat 03-14-12 
Spec rr? = v 


Vocale (locations 
tnginh finned States] 


Date formats аршу date and time serai numbers at date valer. Date formats that begin with 
an wtertik Г} respond to changer in regional date and time settings that are 1pecties for the 
operating system. Formats without an aiterisk are mat affected by operating system settings 


Сос] | e 


STEP 3: Under the Alignment Tab, іп the Horizontal drop down 
box, select “Center Across Selection” 


Number — Alignment Font Border Fi Protection 
Text апте 
HMoetrontat e 
Center Across Selection w^ indent е 
Yerticat ô © 


„=з з 


Text control e 
C wire tet 0 > Degree: 
ш Shing to fit 
g Merge celts 
Rigre-totett 
Leet deection 


Conte v 


n == 
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STEP 4: Click OK. 


C1 - fe 


B C C E f 


i [sales REPORT 

2 CUSTOMER PRODUCTS SALES PERSON SALES REGION ORDER DATE SALES 
LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 08/04/20 24,640 
LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 19/04/20 24,640 
LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 14/04/20 29,923 
LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 13/04/20 66,901 
LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 20/04/20 63,116 
LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 14/04/20 38,281 


1 


The selected cells are now merged. You can see that even though 
the data is merged across cell AT: F1, you can still select and refer 
to each cell individually! 


Using the CONCATENATE Function 


If you use the above options to merge cells in Excel, it will keep the 
text at the leftmost cell (Al in this case) and remove the text from 
all other cells. 


If you don’t want to lose the text from the merged cells in Excel, use 
the CONCATENATE Function (pre Excel 2019), the CONCAT 
Function (Excel 2019 & Office 365) or the ampersand & operator. 
The CONCATENATE function combines cells in Excel quickly. 


There may be times when you are dumped with data in Excel and it 
is not formatted quite the way you want. Say, you have the First 
Name and Last Name in different columns and you want to merge 
them in a single column containing First and Last Name. 


Now, if you use Merge & Center or Merge Across Selection, it will 
delete the text in the second column and only display the First 
Name as a merged cell. But this is not what you were looking for. 
Right? 
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Let me introduce you to the Concatenate Function and the 
ampersand & operator that will merge cells in Excel! This feature 
should definitely be bookmarked as it will come in handy when 
cleaning, transforming and analyzing data in Excel. 


The Concatenate Function will merge multiple cells into a single 
cell and keep both values. You can merge or join more than two 
cells together whether it contains text, numbers, or both. 


In the SALES REPORT below, you have the First Name in Column A 
and Last Name in Column B. For reporting and further analysis, you 
need them to be combined into one column, so it's best to use the 
Concatenate function or the "&" Operator for this. 


B C D E f 


SALES REPORT 

FIRSTNAME | LASTNAME | PRODUCTS | SALESREGION | ORDER DATE SALES 
; Michael Rose SOFT DRINKS АМЕАІСАЅ 08/04/20 24,640 
4 John Lee SOFT DRINKS АМЕАІСАЅ 19/04/20 24,640 
s David Smith SOFTDRINKS AMERICAS 14/04/20 29,923 
6 Simson Jones SOFT DRINKS АМЕАІСАЅ 13/04/20 66,901 
7 Charles Spector SOFT DRINKS АМЕАІСАЅ 20/04/20 63,116 
e George Brown SOFT DRINKS АМЕАІСАЅ 14/04/20 38,281 
9 Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 


10 


Before | get into how to merge cells in Excel, let’s talk about exactly 
what happens when you try to use Merge & Center here. If you 
select cells A3 and B3 and then press the “Merge & Center’ button, 
you will see that you end up with an Excel merged cell with only the 
upper-left cell’s value (First Name). 


To merge cells in Excel without losing any data, you should use the 
Concatenate Function in Excel. Follow the steps to know how to 
combine cells in Excel: 
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STEP 1: Select Column C and press Ctrl + to add a new column. 
Name this column as “Full Name’. 


4 A B [s D E F G 
fim SALES REPORT 
PIE FIRST NAME | LAST NAME | FULL NAME | PRODUCTS | SALES REGION | ORDER DATE SALES 


3 |Michael Rose SOFT DRINKS AMERICAS 08/04/20 24,640 
4 John Lee SOFT DRINKS AMERICAS 19/04/20 24,640 
5 David Smith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 |Charles Spector SOFT DRINKS AMERICAS 20/04/20 63,116 
8 |George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 |Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 
1n 


STEP 2: Select Cell СЗ and type the formula: 2ZCONCATENATE(A3, 
B3). Press Enter 


B3 "AE X м f -CONCATENATE(A3,B3) 

4 A B © р Е F G 

1 

2 PRODUCTS | SALES REGION | ORDER DATE 

3 |Michael Rose =CONCATENATE(A3,B3) AMERICAS 08/04/20 24,640 
4 John Lee SOFT DRINKS AMERICAS 19/04/20 24,640 
5 |David Smith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 |Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 |Charles Spector SOFT DRINKS AMERICAS 20/04/20 63,116 
8 |George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 
10 


STEP 3: Copy cell C3 and paste it in remaining cells or drag the fill 
handle to copy the formula to the other cells below. 


C3 “Е fe =CONCATENATE(A3,B3) 


^ А B [s D E F G 


FULL NAME | PRODUCTS | SALES REGION | ORDER DATE 


3 |Michael Rose MichaelRose SOFT DRINKS AMERICAS 08/04/20 24,640 
4 John Lee JohnLee SOFT DRINKS AMERICAS 19/04/20 24,640 
5 |David Smith DavidSmith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 | Simson Jones SimsonJones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 |Charles Spector CharlesSpecto SOFT DRINKS AMERICAS 20/04/20 63,116 
8 |George Brown GeorgeBrown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 Emma Miller EmmaMiller SOFT DRINKS AMERICAS 22/04/20 42,150 
10 
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This will merge cells in Excel without losing the data! Below we 
show you how to make this merged cell look better by adding a 
space between the First & Last Names as well as a line break. 


Adding a Space & Line Breaks while Merging Cells 


In the FULL NAME column above, you can see that there is no space 
or any character between the FIRST NAME and the LAST NAME. This 
mashed-together value of the FULL NAME isn’t a typographical 
mistake. 


To concatenate this information and include spaces, in the 2nd 
CONCATENATE function argument, you need to type in double 
quotation marks and put a space between these quotations (" ") 


The edited formula will be 2ZCONCATENATE(A3," ", ВЗ). 


C3 a fx =СОМСАТЕМАТЕ(АЗ," ",B3) 


^ B с D E 


SALES REPORT 

FIRSTNAME | LASTNAME | FULLNAME | PRODUCTS | SALESREGION | ORDER DATE SALES 
3 |Michael Rose Michael Rose | SOFTDRINKS AMERICAS 08/04/20 24,640 
4 John Lee John Lee SOFT DRINKS АМЕАІСАЅ 19/04/20 24,640 
5 David Smith David Smith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 Simson Jones Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 Charles Spector Charles Spector SOFTDRINKS AMERICAS 20/04/20 63,116 
8 George Brown George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 Emma Miller Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 


You can replace the space with a dot, comma, or any other 
character. Simply replace the space in this function with a character 
and make sure to enclose the character or text in double quotation 
marks. 


With the Concatenate function you also have the option to amend 
the combination later, whereas you don’t have any such option if 
you use Merge & Center. 
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You can also use the ampersand sign, & to combine cells in 
Excel. The & operator works just like the CONCATENATE function 
where you can combine text, numbers, individual cells, etc. Both 
CONCATENATE and & produce the same results. 


The following examples show the same SALES REPORT but this time 
| will use the & operator to merge cells in Excel. 


The formula to be used is = A3&" "&B3 


C3 E fe -A3&" "&B3 


A B С D E F G 


1 


EE FIRST NAME | LAST NAME | FULL NAME 


SALES REPORT 
PRODUCTS | SALES REGION | ORDER DATE SALES 


3 Michael Rose Michael Rose SOFT DRINKS AMERICAS 08/04/20 24,640 
4 |John Lee John Lee SOFT DRINKS AMERICAS 19/04/20 24,640 
5 David Smith David Smith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 |Simson Jones Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 (Charles Spector Charles Spectc SOFT DRINKS AMERICAS 20/04/20 63,116 
8 George Brown George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 |Emma Miller Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 


10 


You can see that the result is the same and you can use either the 
ampersand sign & or the CONCATENATE function, it just depends 
on what you are more comfortable with. 


You can also add line breaks while merging cells by using the 
CHAR(10) function in Excel. 


The CHAR(10) function is used to add a line break between FULL 
NAME & SALES. You can use the formula: =CONCATENATE(B3, 
CHAR(10), C3). 


Also, make sure you select the "Wrap Text" option under the Home 
Tab, otherwise the result will be displayed in the same line only. 
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D3 $ fx =CONCATENATE(B3,CHAR(10),C3) 


D 


SALES REPORT 


08/04/20 Michael Rose 24640 


John Lee 
24640 


19/04/20 John Lee 24640 
David Smith 
29923 
Simson Jones 
66901 
20/04/20 Charles Spector 63116 Pales Spector 

63116 
George Brown 
38281 
Emma Miller 
42150 


14/04/20 David Smith 29923 


13/04/20 Simson Jones 66901 


14/04/20 George Brown 38281 


22/04/20 Emma Miller 42150 


You can see that the FULL NAME is displayed on the first line and 
the second line contains SALES, which is another cool way you can 
create Excel merged cells. 


Bonus Approach - Flash Fill 


Lastly, there is a BONUS approach to merge cells in Excel with - 
Flash Fill. It is probably the simplest way to combine cells in Excel 
and is available in Excel 2013 or later. 


Flash Fill is a special tool that analyses the pattern from the existing 
cells and then automatically extracts the data to the pattern that you 
set. We can combine the FIRST NAME and LAST NAME from the 
previous example using Flash Fill. 


STEP 1: You should establish a pattern by typing the FULL NAME in 
cell C3. That will be “Michael Rose.” This gives Flash Fill an example. 
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c3 M f Michael Rose 

4 A B c D E F G 

1 SALES REPORT 

EE FIRST NAME | LAST NAME | FULL NAME | PRODUCTS | SALES REGION | ORDER DATE SALES 
3 |Michael Rose Michael Rose SOFT DRINKS AMERICAS 08/04/20 24,640 
4 | John Lee SOFT DRINKS AMERICAS 19/04/20 24,640 
5 |David Smith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 |Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 |Charles Spector SOFT DRINKS AMERICAS 20/04/20 63,116 
8 |George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 |Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 


STEP 2: Highlight that value you just typed and press the keyboard 
shortcut Ctrl E or go to the ribbon menu and select: Data » Flash 
Fill 


File Home Insert Page Layout Formulas Data Review View Developer Add-ins Help Power Pivot 
Е: [È From Text/CSV B Recent Sources B LH Queries & Connections A HA You kc le E =H — 
Ed From Web [В Existing Connections K^ [t] Properties 
Refresh z Sort Filter Y Texto |, 
Dur ~ Ed From Table/Range Al~ [3 Edit Link CARS Columns = * E 
Get & Transform Data Queries & Connections Sort & Filter Data Tools | 
c4 EE fe 
4 A B (e D E F G H 
1 
2 SALES REGION | ORDER DATE 
3 | Michael Rose Michael Rose SOFT DRINKS AMERICAS 08/04/20 24,640 
4 | John Lee SOFT DRINKS AMERICAS 19/04/20 24,640 
5 | David Smith SOFT DRINKS AMERICAS 14/04/20 29,923 
6 Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
NI Charles Spector SOFT DRINKS AMERICAS 20/04/20 63,116 
8 |George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
9 |Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 
10 


STEP 3: Excel will sense the pattern you provided in C3, and will fill 
in the empty cells below, merging the FIRST NAME with the LAST 
NAME. 


A B C D E F G 

1 SALES REPORT 

2 FIRST NAME | LAST МАМЕ FULL МАМЕ | PRODUCTS SALES REGION ORDER DATE SALES 
3 Michael Rose Michael Rose SOFT DRINKS AMERICAS 08/04/20 24,640 
4 [John Lee ETES SOFT DRINKS AMERICAS 19/04/20 24,640 
5 David Smith "ОЕТ DRINKS AMERICAS 14/04/20 29,923 
6 Simson Jones Simson Jones SOFT DRINKS AMERICAS 13/04/20 66,901 
7 Charles Spector Charles Spector SOFT DRINKS AMERICAS 20/04/20 63,116 
8 George Brown George Brown SOFT DRINKS AMERICAS 14/04/20 38,281 
3 Emma Miller Emma Miller SOFT DRINKS AMERICAS 22/04/20 42,150 
10 
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If the Flash Fill does not seem to be working for your data, make 
sure it is turned on. 


To turn Flash Fill on, go to Tools > Options > Advanced > Editing 
Options > check the "Automatically Flash Fill" box. 


Excel's Flash Fill feature is a versatile tool that can be used to 
merge, split, or clean data. You need to type the first entry for 
Excel to infer the pattern and then Excel fills in the rest of the data 
based on the pattern you provided. 


Overall, the Merge & Center or Center Across Selection features in 
Excel makes data more visually presentable and highly organized. 
But it only keeps the contents of the top-left cell and deletes the 
rest. 


This loss of data is a big disadvantage when you merge cells in 
Excel. To preserve your data in Excel, use the & operator, the 
CONCATENATE function, or Flash Fill to merge cell contents into 
one cell. 
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Add Custom Symbols With Numbers 


Excel has several built in features to create custom formatting to 
your numbers. But if none of them meets your requirement, you will 
have to create your own. 


The key benefit of adding custom formatting is that it only controls 
how the number is displayed without changing the underlying 
value of that number. 


A cool feature within Excel is the ability to format a cell's value by 
pressing CTRL + 1 on any cell. This brings up the Format Cells 
dialog box and under the Custom category, you can customize the 
Type to whatever you like. 


You can even create custom symbols in Excel using this 
feature! 


But before you understand how to add a symbol to a number in 
Excel, you need to first know how to write a number format code. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Understanding the Number Format Code 


You can change the format of a cell's value by either using various 
formats available in Excel or creating a custom format using a 
number format code. 


A number format code is created using symbols that tells Excel how 
you want to display the cell's value. When adding a custom format in 
Excel, there are four formatting sections that you have to follow: 
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Positive format; Negative format; Zero format; Text format. 


Each of these sections is separated by a semicolon(;) and only the 
first section is required to create a custom format. 


Create Custom Symbols in Excel 


Now that you have understood the structure of how to use a number 
format code, let's use that knowledge and learn how to insert a 
symbol in an Excel formula based on the cell's value. 


Working with an example will make this concept clearer. So, let's get 
started. 


Example #1: 


In the table below, we have daily temperatures recorded 


12-01-20 37.1 
13-01-20 37.4 
14-01-20 259 
15-01-20 36.1 
16-01-20 37.2 
17-01-20 37 

18-01-20 3653 
19-01-20 37.8 
20-01-20 38 

21-01-20 38 

22-01-20 37.8 
23-01-20 36.8 


a 


We want to add the symbol 'C next to each temperature so it will 
look something like this: 
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13-01-20 37.40 °C 


15-01-20 36.10 °C 


17-01-20 37.00 °C 


19-01-20 37.80 °С 


21-01-20 38.00 °C 


23-01-20 36.80 °C 


Go to Table of Contents 


The following steps should be done to create custom symbols in 


Excel: 


STEP 1: Select the "Temperature" column 


17-01-20 
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STEP 2: Go to Home > Under Format Dropdown, Select More 
Number Formats or press CTRL + 1 


File Insert Page Layout Formulas Data Review View Help Table Design 
X эе ^ | = b © FẸ 
Calibri 2 «AA — = = P~ è Wrap Text | E EZ [im 
П ü | 81 5 


Paste вти-.-| -|Ф-А-|= = = 5= Merge & Cent C) General (Sal Formatas Ce 
di. 4 x n a = 123 No specific format ~ Table Style 
Clipboard fy Font IE] Alignment Гы Styles 
12 Number 
B7 Y fe || 37.1 37.10 
| € D | Г Currency 4 І 
$37.10 
M SYMBOL z e == 
-S 537.10 
9 Short Date 
06-02-00 
E Long Date 
6 February, 1900 
Time 
E 
С © 2:24:00 AM 


13-01-20 


y: Percentage 
О 3710.00% 


1 Fraction 
Vp 37 1/9 Y 


More Number Formats... 


Format Cells ? x 


Number Alignment Font Border Fill Protection 


Category: 
General Sample 
Number 374 
Currency 
Accounting Type: 
Date Г 
тїте (eenaa | 
Percentage ^ 
Fraction 0 
Scientific 0.00 
Text Бы 
п #,##0.00 
custom (5 
#,##0_);[Red](#,##0) 
#,##0,00_);(#,##0.00) 
#,##0.00_);[Red](#,##0.00) 
$#,##0_);(S#,##0) 
$#,##0_);[Red](S#,##0) 
$#,##0,00_);(S#,##0.00) hd 
Delete 


Type the number format code, using one of the existing codes as a starting point. 


KH 
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STEP 4: In the Type section, type 0.00 °C and Click OK 


Format Cells 


Number Alignment Font Border Fill Protection 

Category: 

General ^| Sample 

Number 3740*C 

Currency 

Accounting Type: 

Date 

Percentage enera A 

Fraction 0 

Scientific 0.00 

Text ###0 

Special #,#20.00 

Custom 5550660 
#,##0_);[Red](#,##0) 
#,##0,00_);(#,##0.00) 
#,##0.00_);[Red](#,##0.00) 
$#,##0_);(S#,##0) 
$#,##0_);[Red](S#,##0) 
$#,##0.00_);(S#,##0.00) 


Type the number format code, using one of the existing codes as a starting point. 


шш ~ 


This is how the edited table will look like. 


13-01-20 37.40 °С 


15-01-20 36.10 °C 


17-01-20 37.00 °C 


19-01-20 37.80 °С 


21-01-20 38.00 °C 


23-01-20 36.80 °C 
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Example #2: 


In Example #1, you have learned how to add symbols in Excel 
irrespective of the cell's value. Now let's move forward and 
understand how to add symbols based on the number stored in the 
cell. 


The symbols added would be based on the value stored in the cell. 


In the table below, we have the status for different projects listed 
below with O indicating Completed and -1 indicating Pending. 


Project 1 0 
Project 2 0 
Project 3 -1 
Project 4 -1 
Project 5 0 
Project 6 -1 
Project 7 -1 
Project 8 -1 
Project 9 
Project 10 0 


a 


Now you want to create custom symbols in Excel wherein you want 
to add these custom symbols: 


Y Completed; when status is O 
X Pending; when status is -1 


The table with custom symbols should look like this: 
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Project 2 У Completed 

| Pmjet3 X Pending 
Project 4 X Pending 

| PrjetS V Completed - 
Project 6 X Pending 

| Project7 X Pending 
Project 8 X Pending 

| Projet9 V Completed | 
Project 10 У Completed , 


STEP 1: Select the Status Column 


Font Border Fill Protection 


Sample 
0 


Accounting General format cells have no specific number format. 


Date 

Time 
Percentage 
Fraction 
Scientific 


Add Custom Symbols With Numbers | 183 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 3: Select the Custom category and under Type enter this: 
V" Completed";X" Pending" 


This will change the format to / Completed when cell value is 0 and 
X Pending when cell value is -1. 


You can also add colors to make the formatting more distinct. Under 
Type enter this: 


[Сгееп]/" Completed" ;[Red]X" Pending" 


Which will add a green color to the completed project and a red 
color to pending projects. 


Format Cells ? x 
Font Border Fill Protection 
| Category: 
General Sample 
Number / Completed 
Currency 
Accounting а 
Date = = = "те 
тїте [Green]. Completed';[Red]X" Pending 
Percentage -X-EUT 02] =, == СО [Re EENS 750.00) ^ 
Fraction _-* #,##0.0_--* #,4##0,0_-_-* *-"7?_-_-@_- 
Scientific [S-en-US]d mmmm, yyyy 


Text [S-en-US]h:mm:ss AM/PM 


FESS 0.00 °C 
[custom | "Completed"; Pending" 
4" Completed"; Pending" 


4" Completed’; X Pending" 
4" Completed';X"Pending* 
4“ Completed X" Pending" 


D 
м“ Completed[Green]";[Red]X" Pending v 


Delete 


Type the number format code, using one of the existing codes as a starting point. 


cane 


This is how the table will look like this. 
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Example #3: 


We have monthly sales, benchmark sales and variance in this table: 


Project 1 УМ Completed 
Project 2 У Completed 
Project 3 X Pending 
Project 4 X Pending 
Project 5 УМ Completed 
Project 6 X Pending 
Project 7 X Pending 
Project 8 X Pending 
Project 9 М Completed 
Project 10 V Completed 


Go to Table of Contents 


January $125 $170 -2696 
February $330 $166 9996 
March $161 $240 -3396 
April $584 $291 10196 
May $455 $220 10796 
June $213 $167 2896 
July $345 $269 28% 
August $160 $152 5% 
September $441 $269 64% 
October $233 $237 -2% 
November $152 $125 22% 
December $105 $284 -6396 


We want the % Variance column in our data to have symbols A V to 
show a negative and positive variance. So, you have the % variance 
value customized as below: 


Green in color with A symbol; when variance % is positive 
Red in color with VY symbol; when variance % is negative 


The table should look something like this: 
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February 
April 
August 
December $105 


STEP 1: Enter a Variance calculation in a column, select the column's 
variance numbers and press CTRL + 1 to bring up the Format Cells 
dialog box 


D7 EE fe =[@SALES]/[@BENCHMARK]-1 Format Cells 
4 A B G D Font Border Fill Proted 
Category: 
^| Sample 
ку | Neuer -0.264705882 
Currency а 
$330 сея General format cells have no specific г 
ate 
Percentage 
$584 Fraction 
Scientific 
Special 
$213 Custom 


STEP 2: Select the Custom category and under Type enter this: 
"#,4##0;[Red]-#,##0 


Add Custom Symbols With Numbers | 186 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Format Cells ? x 
Number Alignment Font Border Fill Protection 
Category: 
General Sample 
Number 0 
Сиггепсу 
Accounting Type: 
Date 
Time #,##0;[Red]-#,##0 
Percentage General ^ 
Fraction 
Scientific 0.00 
Text *se0 
Special #,##0.00 
custom Pom 
# ##0:[Red]-4,#40 
#,##0.00; -#,##0,00 
#,##0.00;[Red]-#,##0.00 
£2, ##0;-£4 420 
£#,##0;[Red]-£#,##0 М 


Type the number format code, using one of the existing codes as a starting point. 


cane 


The first section of this code #,##0 is for a positive number, and 
second code [Red]-#,##0 is for a negative number. 


To show the positive number in green color and add a % sign, follow 
Step 3. 


STEP 3: Under the Type: area you will need to enter the text [green] 
at the start of the positive value string and enter the % sign at the 
end of the positive and negative value strings 


Type: 
[green]#,##0%;[Red]-#,##0% 


STEP 4: Now select a blank cell and go to Insert > Symbol > Font: 
Arial > Subset: Geometric Shapes and then Insert the Up-Pointing 
Triangle and then Insert the Down-Pointing Triangle and press 
Cancel to exit. 
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Symbol ? x 


Symbols Special Characters 


Font: Arial wi Subset: | Geometric Shapes м 


Recently used symbols: 


Unicode name: 


je|vi t| tje[*]e|e|vjo 


м |+ 


Charact де: |2562 from: Unicode (h 
Black Up-Pointing Triangle e ror | Unicode he) i 


STEP 5: You will need to copy the triangles, select the variance 
numbers, press CTRL + 1 and paste the triangles before each 
positive and negative value string, then press OK 


Sample 
V-26% 


Type: 
[Green] A*,##0%; [Red] V-* $5095 
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You now have your custom number formats with an upwards 
triangle for any positive %s and a downwards triangle for any 
negative %s 


February 


April 


June $213 $167 


August $160 $152 
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Clear a #REF! Error in Excel 


Many times, you may have faced the problem that Excel is not 
returning the desired value, instead is showing an error. The most 
common one amongst these is a #REF! error in Excel. 


A #REF error in Excel is shown when the cell reference provided in 
a formula is not valid. It is important to know why this error occurs 
and how to fix it. 


What is a #REF! error in Excel? 


What does #REF mean in Excel? #REF! error stands of reference. 


This error is shown when the cell that is referenced in a formula is 
no longer valid or does not exist. 


So, #REF error in Excel occurs when the reference used is invalid. It 
can happen due to one of the following reasons: 


e Row, column or a sheet has been deleted. 
e Formula contains an incorrect or invalid cell reference. 


This means that Excel returns a ZREF error when the formula refers 
to a cell that isn't valid. 


Let's look at a few examples to see when this error occurs and how 
to fix it! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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How to fix a #REF error in Excel? 
Example #1: 


In the table below, you will spot multiple #REF! errors within 
formulas used in several cells. 


This has happened because we deleted a range that contains an 
explicit cell reference within the formula used. 


A B C D E F G H l 
) | ana tk H VEE! nyexcel(3€)nline con 

1 ер! се SUUE WNET e 

2 

E стом | «пж | а | аз | а | тол 

4 Acme, inc 52295 " АЕР 15,684 66,089 #REF! 

5 Widget Corp 42934 7" НЕА 12,754 64,842 7 ИЕР 

6 123Warehousing 7 #REF! 7 = WREF — ^" НЕР 25882 ” ИЕР! 

7 Demo Company 24836 — ' АЕР 29,874 51397  '  #REF! 

8 Smith and Co. 91,078” ШЕР 79,100 23348 " — WREH 

9 Foo Bars 90242 — ' ЖЕН 92,283 71753 ”  #REF! 

10 ABC Telecom 98216 7 АЕР 72343 " НЕР ” ИЕР 

11 Fake Brothers 75608 7 #REFL — ^" НЕА 13454 7 REF! 


To get rid of this error message we have to select the cell(s) with 
this error, by using the Find & Replace dialog box and do the 
following: 


Find What: ZREF! 
Replace With: (Leave this blank) 
Press OK and it will clear the ZREF error in Excel within the formula. 


Let's look at the step-by-step tutorial below to understand how to 
remove ZREF in Excel. 
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STEP 1: To check the cell containing the cell, simply click on the cell 
and press F2. 


SUM $| X wv fx =HREFI+11300 


D E F G H 


Кере lace za the BREF! REF E F! ки КН con 


1 

2 

3 aE ee Q4 TOTAL 
2 Асте, іпс. 52,29: А КЕЕ!+11300 l 15,684 66,089 ls #REF! 
5 Widget Corp 42,934 #REF! 12,754 64,842 á #REF! 
6 | 123 Warehousing | #REF! 1 #REF! | #REF! 25,882 j #REF! 
7 Demo Company 24,836 á #REF! 29,874 51,397 E #REF! 
8 | Smith and Co. 91,078 | #REF! 79,100 28,348 | #REF! 
9 Foo Bars 90,242 2 #ВЕР! 92,283 71,753 а #REF! 
10 ABC Telecom 98,216 | #REFI 72,343 ] WREFI | #REF! 
11| Fake Brothers 75,608 а #REF! А #REF! 13,454 ý #REF! 


Here, since you have used an explicit cell reference and it was 
deleted, Excel is returning a #REF error. 


STEP 2: Highlight the table containing the errors. 
| 


CUSTOMER TOTAL 
Acme, inc. #REF! 
Widget Corp #REF! 
123 Warehousing #REF! 
Demo Company #REF! 
Smith and Co. #REF! 
Foo Bars #REF! 
ABC Telecom #REF! 
Fake Brothers #REF! 
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STEP 3: Press Ctrl + H to open the Find & Replace dialog box. 


Find and Replace ? x 


Find Replace 


Findwhat: || v 
Replace with: м 


Оріопѕ > > 


Replace All Replace Find All Close 


STEP 4: Under Find What, input #REF! and leave Replace as blank. 
This is done to replace all the #REF! errors with a blank. 


Find Replace 


Find what: #REF! v 
Replace with: v 
Options >> 


Replace All Replace Find All Close 


STEP 5: Click on Replace All. 


Find Replace 


Find what: #REF! v 
Replace with: v 
Options >> 


Replace All Replace Find All Close 


This is how your replaced data will look like: 
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CUSTOMER | QT | о) | оз 1 о | тота 


Асте, їпс. 52,295 11,300 15,684 66,089 145,368 
Widget Corp 42,934 10,025 12,754 64,842 130,555 
123 Warehousing 10,000 | 10,190 10,000 25,882 56,072 
Demo Company 24,836 10,055 29,874 51,397 116,162 
Smith and Co. 91,078 10,364 79,100 28,348 208,890 
Foo Bars 90,242 12,600 92,283 71,753 266,878 
ABC Telecom 98,216 13,000 72,343 10,000 193,559 
Fake Brothers 75,608 15,000 10,000 13,454 114,062 


Let's look at another example when this error occurs due to copy- 
pasting the formula from other cells. 


Example #2: 


In the table below, we have sales data for different customers for 4 
quarters and a sum formula used to calculate the total sales. The 
formula used to calculate the total sales value is: 


=SUM(B4, C4, D4, E4) 


F4 M fe { =SUM(B4,C4,D4,E4) 


A B C D | E F G H | ! 


1 


| R epl a ce th e HREF l nyexcel(?€)nline con 


Ea 


2 

3 ———— ESS a 
4 Acme, inc. 52,295 11,300 15,684 66,089 145,368 | 
5 | Widget Corp 42,934 10,025 12,754 64,842 130,555 

6 | 123 Warehousing 10,000 10,190 10,000 25,882 56,072 

7 | Demo Company 24,836 10,055 29,874 51,397 116,162 

8 Smith and Co. 91,078 10,364 79,100 28,348 208,890 

9 Foo Bars 90,242 12,600 92,283 71,753 266,878 
10| — ABC Telecom 98,216 13,000 72,343 10,000 193,559 
11| Fake Brothers 75,608 15,000 10,000 13,454 114,062 

12 
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If you try and delete Column E (Quarter 4), the sum formula will 
change to =SUM(B4, C4, D4,#REF!) and return an error - #REF. 


E4 т fe 
A B | © | D | E | Е | G | H 
| R epl ace th e #RE Е l nyexcel(X)nline.con 
2 | 
: олом | а | а | аз | тота 
4 | Асте, іпс. 52,295 11,300 15,684 ”  #REF! 
5 | Widget Corp 42,934 10,025 12,754 "ВЕР! 
6 | 123 Warehousing 10,000 10,190 10,000 ] #REF! 
7 | Demo Company 24,836 10,055 29,874 ' #REF! 
8 Smith and Co. 91,078 10,364 79,100 | #REF! 
9 | Foo Bars 90,242 12,600 92,283 í #REF! 
10 | ABC Telecom 98,216 13,000 72,343 | #REF! 
11 | Fake Brothers 75,608 15,000 10,000 4 #REF! 
12 


A simple fix to this problem is to use a range instead of an explicit 
cell reference. Let's look at the step-by-step tutorial to learn how: 


A B @ D E F Ee H | 
R | 2 th HR E Ẹ |! "yexcel(3€)nline.con 
, мергасе the зе: 
2 
customer | oa ш || м | TOTAL 
al Acme, inc. 52,295 11,300 15,684 66,089 
5 Widget Corp 42,934 10,025 12,754 64,842 
6 | 123 Warehousing 10,000 i 10,190 10,000 25,882 
7 Demo Company 24,836 10,055 29,874 51,397 
8 Smith and Co. 91,078 10,364 79,100 28,348 
9 | Foo Bars 90,242 12,600 92,283 71,793 
10 | ABC Telecom 98,216 13,000 72,343 10,000 
11 Fake Brothers 75,608 15,000 10,000 13,454 


Clear a #REF! Error in Excel ( 195 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 1: Use formula =SUM(B4:E4) in cell F4 and copy-paste the 
formula below to cells F5: F11. 


FA M fe | -SUM(BA:E4) 
| A | B | (€ | D | E | Е ESI H | l 
R l th HR =E nyexcel (X )nline.con 
1 Neplace the тег: 
2 
customs rl, инигит 
4 Acme, inc. 52,295 11,300 15,684 66,089 145,368 
5| Widget Corp 42,934 10,025 12,754 64,8480 130,555 
6 | 123 Warehousing 10,000 ” 10,190 10,000 25,882 56,072 
7 | Demo Company 24,836 10,055 29,874 51,397 116,162 
8. Smith and Co. 91,078 10,364 79,100 28,3458 208,890 
9|  FooBars 90,242 12,600 92283 71,753 266878 
10 ABC Telecom 98,216 13,000 72,343 10,000 193,559 
11 Fake Brothers 75,608 15,000 10000 13,454 114,062 


STEP 2: Now delete the Column Е to get the total sales for only 3 
quarters. 


E4 M fe | =SUM(B4:D4) 
A 8 | C | D E F | G | H 
3 R e pla ce th e BREF | туехсе\($©пйпе соп 
2 
customer ааз TOTAL 
4 Acme, inc. 52,295 11,300 15,684 79,279 
5 Widget Corp 42,934 10,025 12,754 65,713 
6 123 Warehousing 10,000 ” 10,190 10,000 30,190 
Ti | Demo Company 24,836 10,055 29,874 64,765 
8 Smith and Co. 91,078 10,364 79,100 180,542 
9 Foo Bars 90,242 12,600 92,283 195,125 
10| ABC Telecom 98,216 13,000 72,343 183,559 
11 Fake Brothers 75,608 15,000 10,000 100,608 


If you change the formula from =SUM(B4, C4, D4, E4) to =SUM(B4: 
E4), you will no longer be vulnerable to #REF in Excel. This formula 
recalculates the total sales value by removing the deleted cell. 


Clear a #REF! Error in Excel ( 196 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Hence, it is advised to use a range (if applicable) when writing a 
formula instead of an explicit cell reference. 


Let's take a look at another example when the error occurred due to 
VLOOKUP containing invalid cell reference. 


Example #3: 


In the table below we have quarterly and total sales for different 
customers and using the VLOOKUP formula, we have tried to find 
out the total sales for the customer name mentioned. 


ULL 


Re lac ace t Һе RE Р! | nyexcel(><)nline.con 
2pi ace H IN 
n CUSTOMER | oi] srr 


Acme, inc. 52,295 11,300 15,684 66,089 145,368 Foo Bars #REF! 
Widget Corp 42,934 10,025 12,754 64,842 130,555 
123 Warehousing 10,000 10,190 10,000 25,882 56,072 
Demo Company 24,836 10,055 29,874 51,397 116,162 
Smith and Co. 91,078 10,364 79,100 28,348 208,890 
Foo Bars 90,242 12,600 92,283 71,753 266,878 
ABC Telecom 98,216 13,000 72,343 10,000 193,559 
Fake Brothers 75,608 15,000 10,000 13,454 114,062 


The formula used to find the total sales for customers mentioned in 
cell H4 is 


=VLOOKUP(H4,$A$4:$F$11,7,0) 


A B Є Е F | б H ! | J 


Replac ace e the d REI = , nyexcel(3€)nline соп 


1 NE - 

2 

Ш cusromer | а | — a2 — | аз | а | тота MEME CUSTOMER | TOTALSALES 
4 Acme, inc. 52,295 11,300 15,684 66,089 145,368 FooBars |^ — #REF! 
5 Widget Corp 42,934 10,025 12,754 64,842 130,555 

6 | 123 Warehousing 10,000 10,190 10,000 25,882 56,072 

7| Demo Company 24,836 10,055 29,874 51,397 116,162 

8 Smith and Co. 91,078 10,364 79,100 28,348 208,890 

9 Foo Bars 90,242 12,600 92,283 71,753 266,878 

10, ABC Telecom 98,216 13,000 72,343 10,000 193,559 

1 Fake Brothers 75,608 15,000 10,000 13,454 114,062 


Clear a ZREF! Error in Excel ( 197 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


If you look into the formula used in detail, you will see that the 
value used to indicate the column index number is incorrect. 


The arguments for a VLOOKUP function are: 


e Lookup_value = The value you want to look up in the first 
column of the table. 


e Table_array = The table from which you need to retrieve the 
data. 


e Col index num = The column number in the table array from 
which matching value should be returned. 


e Range lookup - Value should be 1 if you want an 
approximate match or 0 if you want an exact match of the 
return value. 


Excel is returning an error in this formula because the VLOOKUP is 
looking to return a value from the 7th column but the reference 
$A$4:$F$11 contains only 6 columns. We choose 6 because the 
sales column is the sixth column in the range starting from the left. 


To fix this error, use the formula ZVLOOKUP(H4,$A$4:$F$11,6,0). 


l4 E fe -VLOOKUP(H4,$A$4:$F$11,6,0) 


A B C D E F G H І J 
R e | a ce t h e H R Е - | nyexcel(’><)nline cor 
1 iIxepiace SIUS WINE. 
2 
: CUSTOMER 1 а | а | аз | а | TOTAL 
4 Асте, іпс. 52,295 11,300 15,684 66,089 145,368 Foo Bars 266,878 
5 Widget Corp 42,934 10,025 12,754 64,842 130,555 
6 | 123 Warehousing 10,000 10,190 10,000 25,882 56,072 
7 Demo Company 24,836 10,055 29,874 51,397 116,162 
8 Smith and Co. 91,078 10,364 79,100 28,348 208,890 
9 Foo Bars 90,242 12,600 92,283 71,753 266,878 
10 ABC Telecom 98,216 13,000 72,343 10,000 193,559 
11 Fake Brothers 75,608 15,000 10,000 13,454 114,062 


Clear a ZREF! Error in Excel | 198 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting: Adding to 
Pivot Tables 


Adding some Conditional Formatting to a Pivot Table allows a user 
to highlight key data in a split second. 


See how easy it is to add some color to your analysis to make it 
visually appealing. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: We want to create a rule that will highlight values greater 
than 100,000 


Select any cell inside the Pivot Table 


Conditional Formatting: Adding to Pivot 199 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


5 Sum of SALES Column Labels BB 
6 Row Labels 2013 


123 Warehousing 
ABC Telecom 108,285 


11 | Acme, inc. 85,030 25,263 113,918 

12 Smith and Co. 80,369 77,384 41,632 
1B зм 99973 79,985 
14 | Widget Corp 129,462 68,797 94,378 

15 Foo Bars 53,522 31,176 85,607 

в 180462 178212 150042 
17 | Demo Company 113,799 13,964 106,826 

18 Fake Brothers 66,663 164,248 43,216 

19 |Grand Total 662,991 538,679 575,324 


¿Pivot ТаЫе. Data | @ 


STEP 2: Go to Home > Conditional Formatting > New Rule 


Cond-Format-a-Pivot-Tablexlsx - Exce 


Formulas Data Review 


Conditional Formatas Cell 
Formatting Table Styles" | 
Fm] 
EE 


$-% 


E Merge & Center ~ 


Alignment Number 


Highlight Cells Rules > 


D9 v f 108285 


F |G | | BE Top/Bottom Rules" 


Column Labels 


Data Bars › 


iH Color Scales › 
= 
к= 


п 2013 


123 Warehousing 66,826 49,562 75,088 
ABC Telecom 67,320 108,285 14,659 


Icon Sets 


x Clear Rules › 


11| Acme, inc. 85,030 25,263 113,918 [E] Manage Rules... 


12 Smith and Co. 80,369 77,384 41,632 


STEP 3: Select the following settings: 
Apply Rule To: The 3" option 
Select a Rule Type: Format only cells that contain 


Format only cells with: Cell Value » Grater than » 100000 


Conditional Formatting: Adding to Pivot 200 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Then click on the Format button. 


' New Formatting Rule ? x 


Apply Rule To:  =5059 
O Selected cells 
iow І 


© All cells showing “Sum of SALES” values for “CUSTOMER” and "YEAR" 


» Format only cells that contain 
= Format only values that are above or below average 
™ Use a formula to determine which cells to format 


Edit the Rule Description: 


Format only cells with: 


OK || Cae | 


STEP 4: Select Fill and pick a color of your choice 
Click OK twice 


Conditional Formatting: Adding to Pivot 201 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Format Cells ? x 
Number Font Border 
Background Color: Pattern Color: 
No Color Automatic 
BINENEENEH enm 
м 
шшш H 
INL E E EE] а = 
E ЕЕ и бау рари 
BEEBE EEE EEE 
BEEBE EEE EE 
EERO SEBS 
Fill Effects... More Colors. 
Sample 


B c D E 


4 

5 Sum of SALES Column Labels 

6 Row Labels 2013 

7 = EAST 

8 123 Warehousing 66,826 75,088 
9 ABC Telecom 67,320 


© NORTH 


Acme, inc. 
12 Smith and Co. 
13 = SOUTH 

14 Widget Corp 


15 Foo Bars 
16 = WEST 
17 Demo Company 113,7 


18 Fake Brothers 66,663 43,216 
19 Grand Total 662,991 538,679 575,324 
.PivotTable | Data | ®© 


Conditional Formatting: Adding to Pivot 202 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting: Cell’s Value 


A great way to highlight values within your data set, Excel Table or 
Pivot Table is to use Conditional Formatting rules. 


Formatting cells that contain a specific criterion, for 
example, greater than X or less than X, is a good way to 
visualize your results. 


When your criteria references a cell, then you can make this 
conditional format interactive. So as you manually change the 
referenced cell’s value, the conditional format gets updated and you 
can see the live results, as shown below. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select a cell in your Pivot Table. 


Sum of SALES Column Labels @ HIGHLIGHT VALUES 


Row Labels [ 7) 2013 BIGGER THAN... 
January 26,884 53,586 
February 46,174 14,333 47,189 

March 44,802 29,570 37,544 

April 49,049 83,468 53,413 

May 80,369 25,263 20,816 

June 53,522 68,797 85,607 

July 67,320 49,562 14,659 

August 66,663 13,964 43,216 

September 58,146 23,798 56,959 

October 83,288 16,843 47,189 

November 22,024 78,715 37,544 

December 64,750 80,780 74,229 

Grand Total 662,991 538,679 575,324 


Conditional Formatting: Cell’s Value ( 208 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 2: Go to Home > Conditional Formatting > New Rule 


| Home Insert Page Layout Formulas Data Review View RC Developer Vertex42 Functions 2013 MyExcelOnline Pivol 
Cut ay = Е 

% Calibri 1 +A QW FS Yr E Wrap Text Number E [ Normal 
Ba Copy * d " А 0 .00 F it 
"|+ - -| E = E Я ~ -9 + orma 

F Format Painter Bog ==. А = = dias iu EH Merge & Center = э чесе as Table 7 [Check ¢ 

1ірроага Font fa Alignment Ta | Number z =: | 

гі ES) Highlight Cells Rules > | 


ыш y s СЕ ° Kei y= = ыы | 


D8 + fe 56959 E Top/Bottom Rules > | 


A B c mm: EN ^ | 


CELL'S VALUE mee loo 


_ Коп Sets › 
um of SALES Column Labels @ HIGHLIGHT VAI & e | 
ow Labels 2013 5 BIGGER ТНА! Clear Rules 


ШЕ: Manage Rules... 


ernen r^ nnn 


STEP 3: Set Apply Rule to the third option: All cells showing "Sum of 
SALES" values for "MONTH" and "YEAR" 


Apply Rule To: |-$D$8 


©) Selected cells 
© All cells showing "Sum of SALES" values 
(€) All cells showing "Sum of SALES" values for "MONTH" and "YEAR" 


P» Format all cells based on their values 

» Format only cells that contain 

» Format only top or bottom ranked values 

» Format only values that are above or below average 
» Use a formula to determine which cells to format 


Edit the Rule Description: 


Format all cells based on their values: 
Format Style: |2-Color Scale м) 


Minimum | Maximum Е 
Туре: ‘Lowest Value In | Highest Value mM 
Value: [Lowest value) [73 | (Highest value) ЕЗ 
Color: | | [E 


Conditional Formatting: Cell’s Value | 204 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 4: Select a rule type: Format Only Cells That Contain 


Apply Rule To: | -$D$8 ЕЗ 


©) Selected cells 
©) All cells showing "Sum of SALES" values 
@) All cells showing "Sum of SALES" values for "MONTH" and "YEAR" 


Select a Rule Type: 


® Format all cells based on their values 


| » Format only cells that contain 


» Format only top or bottom ranked values 
® Format only values that are above or below average 
® Use a formula to determine which cells to format 


Edit the Rule Description: 


Format only cells with: 


Cell Value M |between М i E and | | Ee 


Preview: No Format Set | Format. - 


STEP 5: Edit the Rule Description. Go to Cell Value » Greater Than 
» Select the cell F8 


Edit the Rule Description: 


Conditional Formatting: Cell's Value | 205 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


HIGHLIGHT VALUES 
BIGGER THAN... 


STEP 6: Select the cell format. Click Format and select the Fill tab 
and choose a color (light red). Click OK. 


| Number | Font | Border | Ё | 
Background Color: Pattern Color: 

| Automatic 
Pattern Style:_ 


| 


Conditional Formatting: Cell’s Value | 206 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


Try it out now! The highlight now happens dynamically when you 


update the value. 


Sum of SALES 


Row Labels 


January 
February 
March 
April 

May 

June 

July 
August 
September 
October 
November 
| December 


Grand Total 


Column Labels @ 


2013 
26,884 
46,174 
44,802 
49,049 
80,369 
53,522 
67,320 
66,663 
58,146 
83,288 
22,024 
64,750 

662,991 


53,586 
14,333 
29,570 
83,468 
25,263 
68,797 
49,562 
13,964 
23,798 
16,843 
78,715 
80,780 

538,679 


56,959 
47,189 
37,544 
53,413 
20,816 
85,607 
14,659 
43,216 
56,959 
47,189 
37,544 
74,229 
575,324 


HIGHLIGHT VALUES 
BIGGER THAN... 


80,000 


Conditional Formatting: Cell's Value ( 207 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting: Data Bars, 
Color Scales & Icon Sets 


Conditional Formatting improved with the release of Excel 2010 and 
the introduction of Data Bars, Color Scales & Icon Sets. 


Data Bars: Includes graphic bars in a cell, proportional to the cell’s 
value - Good for Financial Analysis. 


Color Scales: Includes a background color, proportional to the cell’s 
value - Good for Heat Maps. 


Icon Sets: Shows icons in a cell. The icons depend on the cell’s 
value - Good for Project Management reports. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the range that you want to apply the conditional 
formatting on. 


CUSTOMER 2013 2014 2015 
Acme, inc. £85,030 £25,263 £113,918 

| Demo Company £113,799 £13,964 £106,826 
Widget Corp £129,462 £68,797 £94,378 
Foo Bars £53,522 £31,176 £85,607 
123 Warehousing £66,826 £49,562 £75,088 
Fake Brothers £66,663 £164,248 £43,216 
Smith and Co. £80,369 £77,384 £41,632 
ABC Telecom £67,320 £108,285 £47659 | 


Conditional Formatting: Data Bars, Colo 7208 Is Icon Sets FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 2: Go to Home > Conditional Formatting 


d Highlight Cells Rules > 


= Eo 10) Top/Bottom Rules > ; 


FTT 
EE B 


Solid Fill 


v 


Hed Icon Sets "-—— 
B New Rule... E! Ei 


i a > Ei 


Manage Rules... 


More Rules... 


STEP 3: Select a Data Bar, Color Scale, or Icon Set and see what 
happens... 


B = um 
Se: жы Tnt 


I U-|H-|5-A- SRS dede Hea cente 895 % » ущ Format ГЕЯ Explanator 
s as Table ~ 


Font IF] Alignment з Number а || pr 
= —11 Highlight Cells Rules > | 
E "MESCU = ча» 
== po 
fe 85030 
z 50) Top/Bottom Rules > | 


| By New Rule... 


| Clear Rules E E E 


|5] Manage Rules... 


CUSTOMER 2014 
E £25,263 


Acme, inc. 

Demo Company [| £13,964 woken 
Widget Corp E £68,797 

Foo Bars Len, 176 

123 Warehousing | £49, 562 75 

Fake Brothers Woe Pm 216 

Smith and Co. 384 | £41,632 

ABC Telecom | £67,320 ! £108,285 [| £14,659 | 


Conditional Formatting: Data Bars, Colo 209 f Icon Sets FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


oe eS T 
IUu-|H-|- А - =E= $E $E Б Merge & Center | ay ж. э | Sa Forsat [Check Cell | Explanatory... | 
as Table ~ 
Font Ir] Alignment fa Number fa = Style 
Or УМ Ж mw X = EJ Highlight Cells Rules > 


fe| 85030 E Top/SottomRules > 
| B С | р Е Е І 


| n | " у 
Data Bars y Color vexcel(34)nl 


Eea -T-T^E- 
oe (HE dii GE Е 


B Clear Rules » 
£a Manage Rules... 


CUSTOMER 


More Rules... 


Acme, inc. 


Demo Company 


Widget Corp 
Foo Bars 

123 Warehousing £66,826 
Fake Brothers £66,663 
Smith and Co. £80,369 
ABC Telecom £67,320 


bri #11 А А FS | Be Ep Wrap Text Currengy М d [Normal — | Bad Good | 
= = ФЕ Е G Merge а Center =| W- % › |40; Cm Check Cell | Explanatory... Hyperlink 


Р] Alignment Number fa | Styles 
om kao = Eg], Hionignt cens rues: » 
Fe 85030 ll Top/Bottom Rules > - 
| B Е D | E pd: l ] Em 
Data Bars > SZ ez 
" He nvexcel(3€)nline сог 
~ | 
Data Bars, Color Seales & | 
Data Bars, COLOF SCALES & Im... . 
z SSE 
- oy toy 
B New Rule... 4 съ чу $T A Ф Ета 
CUSTOMER 2013 2014 2015 Clear Rules "eu Fao 
Acme, inc. 1 £85,030 £25,263 £113,918 аде + ләм $ 
Demo Company 1 £113,799 9€£13,964 ! £106,826 os m e 
Widget Cor, £129,462 £68,797 £94,378 
oe # : : eA? e000 
Foo Bars X £53,522 Ж £31,176 ! £85,607 eooo 
123 Warehousing ! £66,826 Ж £49,562 ! £75,088 Indicators 
Fake Brothers 1 £66,663 £164,248 X £43,216 өөө парии 
Smith and Со. ! £80,369 1 £77,384  3££41,632 hal I 
ABC Telecom ! £67,320 {£108,285 214,659 | # ч чї ККЕ 


eS90090 all all uil ull ull 


EB юп пп OO oo 
LM S uus 


More Rules... 


Conditional Formatting: Data Bars, сото 010 Is Icon Sets FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 4: After your selection, you can edit the Conditional Format 
selected by going to Home > Conditional Formatting > Manage 
Rules > Edit Rule 


Conditional Formatting Rules Manager 


Show formatting rules for: This Tabie — | 


5) New Rule... E Edit Rule... X Delete Rule 


Stop If True 


Rule (applied in order shown) Format Applies to 


Data Bar ENS | =SCS7:SES14 


Conditional Formatting: Data Bars, Colo 711 ls Icon Sets FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting: Drop Down 
List 


We are now going to take this concept one level further and apply 
some conditional formatting to a drop down data validation list. 


This is useful if you want to highlight when a job is completed, 
check off items from a list or to evaluate risk in a project just like we 
have done in the example below. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the range that you want to apply the conditional 
formatting to. 


Tablel v f SMALL 


RISK TYPE | RISKREGION | DUEDATE | MONTH | 


[SOUTH — | 12/21/2014 
MEDIUM 2/5/2014 | February _ 
MEDIUM — | west — | 5/14/2014 | May | 


NORTH 6/28/2015 | June | 
SOUTH 1/15/2015 
MEDIUM 8/22/2015 | August | 


12/31/2015 December 


Conditional Formatting: Drop Down Lisy 212 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 2: Go to Home > Styles > Conditional Formatting > Manage 
Rules 


Developer Help Power Pivot Design Q Tell me what you want to do 


| 7 у) | è 

iz ^ 7 H 

Cu CS Cy uiam Conditional Formatas Cell In 
Formatting* Table Styles ~ 


Review 


Formulas Data 


Page Layout 


D 
[>] 
~ 
= 

E 

4 

4 

WI 
1111 

il 

Ф 

11 
* 
| 


«© Format Painter 


5 Number fs 


Clipboard fs Font fs Alignment 
LE = Highlight Cells Rules ? 
Table1 Y fe | SMALL 7 
A B C D E F Ei Top/Bottom Rules " 
3 RISKREGION | DUEDATE | MONTH | HIM ‚ 
4 
HH 
5 | SOUTH — | 12/21/2014 LE ME 
s [C meom — | east | spot | February | E 
7 MEDIUM — | WES | 5/14/2014 | may | 2 
I ew Rule... 
8 NORTH 6/28/2015 | ше | = рии 
9 | SOUTH | 1/15/2015 [1 Manage Rules. 
STEP 3: Select New Rule 
? x 


Conditional Formatting Rules Manager 


Edit Rule... 7X Delete Rule 


T Rule (applied in order shown) Format Applies to Stop If True 


STEP 4: Create the new rule for the "high" values: 
Select Use a formula to determine which cells to format 
Type in the Formula =$A4="high" 


This formula will ensure only the column is absolute or fixed. 


Conditional Formatting: Drop Down List 213 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


Go to Format > Fillthen select a color of your choosing. Click OK. 


Format Cells 


| Number Font 


TN Background Color: 
No Colo) 


BOSE EBEEEE 
^ Md tting Rule ? пиш шшш 
й1шшишшишшшшгы 
ЕЕЕ и кар дара 
= Format all cells based on their values BEEBE EEEEEE 
* Format only cells that contain BEEBE EERE 
* Format only top or bottom ranked values ишш шшшшшш 
* Format only values that are above or below average 
*- Format only unique or duplicate values Fill Effects... More Colors... 
* Use a formula to determine which cells to format 
Edit the Rule Description: 
Format values where this formula is true: 
Sample 
-SA4-"high* *] 
no EE ААА — 
ок Сапсе! 


Pattern Color: 
Automatic > 
Pattern Style: 


? x 


Repeat the steps 1 to 3 for the “medium” values. 


Select Use a formula to determine which cells to format 


Type in the Formula =$A4="medium" 


Go to Format > Fillthen select a different color of your choosing. 


Click OK. 


| Select a Rule Type: 
* Format all cells based on their values 
* Format only cells that contain 
» Format only top or bottom ranked values 


* Format only values that are above or below average 
» Format only unique or duplicate values 
* Use a formula to determine which cells to format 


Edit the Rule Description: 


Format values where this formula is true: 


=$A4="medium™ 


No Format Set 


ө! 


OK Cancel 


Format Cells 


Number Font 


Background Color: 


Fill Effects... 


Sample 


No Color 


Border | Fill | 


More Colors... 


Pattern Color: 
Automatic 
Pattern Style: 


Conditional Formatting: Drop Down List 214 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


Repeat the steps 1 to 3 for the “low” values. 


Select Use a formula to determine which cells to format 


Туре in the Formula =$A4="low" 


This formula will ensure only the column is absolute. 


Go to Format » Fill then select a green color of your choosing. Click 


OK. 


F 


Select a Rule Type: 
* Format all cells based on their values 
* Format only cells that contain 
* Format only top or bottom ranked values 
» Format only values that are above or below average 
* Format only unique or duplicate values 
» Use a formula to determine which cells to format 
=S$A4="small” 


Edit the Rule Description: 
Format values where this formula is true: 
ES | 
Preview: No Format Set Format... 
OK Cancel 


This 


Format Cells ? x 
Number Font Border Fill 
Background Color: Pattern Color: 
No Color Automatic v 
OBOE Enter ts 
v 
B ES ES C3 E3 C3 EJ E I 
mi f B gg gus 
ENEEESNINEIHE 
BEEBE EER EEE 
BEEBE EEE EES 
EEE DSSS 
Fill Effects. More Colors... 
Sample 


is how our new set of rules will look like: 


Conditional Formatting: Drop Down List 215 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting Rules Manager ? X 


Show formatting rulesfor: | Current Selection M 


| [E] New Rule.. | | [3 Edit Rule.. | | XK Delete Rule | +| |v 


Rule (applied in order shown) Format Applies to Stop If True 


Formula: =SA4="medium™ /— давЫСсүүг2 — -SASASESTI 
Formula: =$A4="high" © АаВЫСсүуг2 — -SASA:SES11 


Now our table now has conditional formatting applied! 


44 А B 


1 | 


Data Validation & Cond Formatting 


C | D E | 


1 


RISK TYPE RISKREGION | DUEDATE | MONTH | YEAR 


Conditional Formatting: Drop Down ыз 216 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting: Highlight 
Alternate Rows 


Conditional formatting has a lot of cool applications and one of 
them is using it to highlight alternate rows. Plus we can use an Excel 
Formula to do this! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the range that you want to apply the conditional 
formatting to. 


A B C D E 
RISK TYPE | RISKREGION | DUEDATE | MONTH | 


SOUTH 12/21/2014 
MEDIUM 2/15/2014 
MEDIUM 5/14/2014 | Mey | 


NORTH 6/28/2015 | June | 
SOUTH 1/15/2015 
MEDIUM 8/22/2015 | August | 


12/31/2015 


Conditional Formatting: Highlight Alter 217 Р FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


STEP 2: Go to Home > Styles > Conditional Formatting > New 
Rule 


Page Layout Formulas Data Review View Help Design 


Q Tell me what you want to do 


E ЕУ Ep 


Calibri 


Paste , - у - = Е += э= = «0 0 Conditional Formatas Cell 
~ Format Painter вац E ak — ЕЕ R ei “| |Formatting*| Table- Styles ~ 
Clipboard 5 Font IE] Alignment IE] Number 5 =; 
EEE Highlight Cells Rules ^ 
Table1 Y fe | SMALL E 
F ii Top/Bottom Rules ° 
RISK TYPE | DUEDATE | MONTH | -= 
&- Data Bars ld 


HE 
| soum — | 12/21/2014 Bee > 


MEDIUM | East | 2/15/2014 | February | | 
MEDIUM 5/14/2014 | May | | 
NORTH 6/28/2015 | June | жут J 
1/15/2015 | January | [E] Manage Rules... 


Icon Sets d 


O On с л ш 


an narmina T ACT ndana lanar Le anar 


STEP 3: Now let us populate the following: 
e Select Use a formula to determine which cells to format 
e Populate the formula as =MOD(ROW(), 2) 


e Click Format to select the formatting that we want to apply 


New Formatting Rule ? x 


Select a Rule Type: 


» Format all cells based on their values 
* Format only cells that contain 
» Format only top or bottom ranked values 


» Format only values that are above or below average 


Edit the Rule Description: 


Format values where this formula is true: 


=MOD(ROWG, 2)| 


Preview: No Format Set 


> 


Cancel 


Conditional Formatting: Highlight Апет 218 | FORMAT & LAYOUT 


Go back to Formatting and Layout 


What does the formula do? 


STEP 4: Set your formatting. For this example, go to Fill and select a 


Go to Table of Contents 


The MOD formula gets the remainder of the division. 


The ROW formula then returns the row number. 


For example, for the 8" row, MOD (8, 2) gives 0. Since 8 


divided by 2 equals 4 with the remainder of 0. 


Now if we take the 3" row, MOD (3, 2) gives 1. Since 3 divided 


by 2 equals 1 with a remainder of 1. 


This means that all of our odd rows will return 1 which 
signifies TRUE, and they will all be shaded with our formatting 


rule. 


Fill color. Click OK twice. 


Conditional Formatting: Highlight Alter 219 | FORMAT & LAYOUT 


Format Cells 


Number Font 


Background Color: 


Border 


No Color 


Fill 


Pattern Color: 


Pattern Style: 


Fill Effects... 


Sample 


More Colors... 


Automatic 


Go back to Formatting and Layout Go to Table of Contents 


Now you have your alternative rows highlighted! 


4 А B C D E 
RISK TYPE | RISKREGION | DUEDATE | MONTH | 


3 

4 С NORTH — | 4/13/2014 | — April — 
5 

6 — MEDIUM 
E 

8 

9 


NORTH 6/28/2015 | June | 
10 MEDIUM EAST 8/22/2015 | August | 


Conditional Formatting: Highlight Aken 220 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Conditional Formatting: Pivot Table 
With Data Bars 


Data Bars are a cool Conditional Formatting feature in Excel and 
they add a colored bar to your values. 


The length of the data bar represents the value in the cell. A longer 
bar represents a higher value. 


You have a Gradient Fill or a Solid Fill to choose from as well as 
different pre-determined colors. 


If you select the More Rules option then you can select more colors 
as well as many different values types to format. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Conditional Formatting: Pivot Table wief 001 as FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 1: Select any value inside the Pivot Table. Go to Home > 
Conditional Formatting > Data Bars > Gradient Fill 


Data-Bars.xlsx - Excel 


Page Layout Formulas Data Review View Developer Help Analyze Design Q Tell me what you want to do 


а E | Bm Ek 


Paste e B I U~ r 2 -А- |= = = э= E Merge & Center. - Conditional Formatas Cell | nsert Delete Format 
Е Кат Formatting” Table уе” | ~ - - 
Clipboard & Font Is Alignment 5 Number 5! шк) Cells 
EHE Highlight Cells Rules ^ 
C13 т fe | 108285 M 


Top/Bottom Rules 1 


Е Color Scales › 


Column Labels EJ = Icon Sets , 
2013 Grand Total = New Rules 
12 |123 Warehousing 66,826 49,562 75,088 191,476 EB Clear Rules , 
13 | ABC Telecom 67,320 005 | 14659 190,264 Е] Manage Rules... 
14 Acme, inc. 85,030 25,263 113,918 224,211 More Riles 
15 | Demo Company 113,799 13,964 106,826 234,589 
16 Fake Brothers 66,663 164,248 43,216 274,127 


STEP 2: Go to Formatting Options Icon and select the second 
option to apply the data bar formatting to the entire table. 


A B С | D 
7 
34 May June July August 
8 


Sum of SALES Column Labels 


Row Labels | 2013 Grand Total 


12 |123 Warehousing 66,826 75,088 191,476 
13 |ABC Telecom 67,320 4,659 190,264 
14 | Acme, inc. 85,030 25,263 Apply formatting rule to ... 
15 |Demo Company 113,799 13,964 rans UR 
Ж © All cells showing "Sum of SALES" values 
dz Fake Buceo — TEM О All cells showing "Sum of SALES" values for "CUSTOMER" and "YEAR" 
17 |Foo Bars 53,522 31,176 85,607 170,305 
18 |Smith and Co. 80,369 77,384 41,632 199,385 
19 Widget Corp 129,462 68,797 94,378 292,637 
20 Grand Total 662,991 538,679 575,324 1,776,994 


Conditional Formatting: Pivot Table with 222 ]? FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Now you have data bars showing up for the entire pivot table. 


4 = 
MONTH = 5 


10 Sum of SALES Column Labels IM 


e 


о 
m 


| 


January 


о о | |с л 


11 Row Labels I» | 2013 2014 2015 Grand Total 
12 |123 Warehousing | 66,826 | 49,562 | 75,088 1 191,476 
13 | АВС Telecom [| 67,320 [| 108,285 14,659 | 190,264 
14 |Acme, inc. | 85,030 25,263 113918 E 224211 
15 Demo Company [| 113,799 | 13,964 | 106,826 E 234,589 
16 |Fake Brothers | 66,663 E 164,248 | 43,216 Е 274,127 
17 |Foo Bars | 53,522 | 31,176 | 85,607 E 170,305 
18 |Smith and Co. | 80,369 | 77,384 | 41,632 1 199,385 
19 | Widget Corp [| 129,462 [ 68,797 [ 94,378 Е 292,637 


20 Grand Total | 662,991 [Е 538,679 575,324 


STEP 3: Go to Formatting Options Icon and select the third option 
which will apply the data bar formatting to the entire table while 
excluding the Grand Totals. 


Sum of SALES Column Labels Щщ 


Row Labels | | 2013 Grand Total 
123 Warehousing | 66,26 | 75088 [| 191,476 
ABC Telecom | 67,320 E 190,264 
Acme, inc. | 85,030 Apply formatting rule to.. 
Demo Company 1 113,799 | SENE 
[ E All cells showing "Sum of SALES" values 
Fake Brothers 66,663 All cells showing "Sum of SALES" values for "CUSTOMER" and "YEAR" 
Foo Bars | 53,522 | 31,176 | 85,607 Е 170,305 BEEN 
Smith and Co. | 80,369 | 77384 | 41,632 [| 199,385 
Widget Corp | 120462 | 68797 | 94,378 | 292,627 
Grand Total 2,991 38,679 5,324 


Conditional Formatting: Pivot Table with T223 КЕ FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


You get a better visual representation as the Grand Totals are now 
excluded. 


MONTH = X 


Sum of SALES Column Labels M 


Row Labels Grand Total 


123 Warehousing 191,476 
13 |ABC Telecom 190,264 
14 | Acme, inc. 224,211 
15 |Demo Company | 13,964 234,589 


16 Fake Brothers 


со Е 22216 274,127 
17 |Foo Bars Е 3117 Во 170,305 
18 |Smith and Со. | 77384 [С 41,632 199,385 
19 | Widget Corp Y 68,797 Ё. 292,637 
20 Grand Total 538,679 575,324 1,776,994 


Conditional Formatting: Pivot Table with 224 ]? FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Custom Date Formats in Excel 


Custom date formats in Excel allow you to display only certain parts 
of the date. 


Say you had a date of 18/02/1979, you can use the Format Cells 
dialog box to show only the number 18, the day that corresponds to 
that date (Sunday), the month as a number in abbreviated form and 
the year in two or four digits. 


You can also mix and match to create a custom date formats or 
even enter a custom text that would show something like: 


Today is Sunday 


You can download the following workbook which shows you the 
different formats that you can use and see the tutorial below of how 
this can be easily achieved. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Custom Date Formats in Excel ( 225 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 1: To see how the formatting works, pick any one on the table. 
Then press CTRL + 1 to open the Format Cells Dialog. 


OUTPUT 


Displays the month as a number with leading zeros 


Displays the month in abbreviated 


Displays the month in full form 


pla: the first lette f the mont! 


Displays the day as a number 


h leading zeros 
n leading zeros. 


Displays the day in abbreviated form 
Displays the day in full form. 
Displays the last two digits of the year 


Displays the month, the date and the year 2/18/1979 February 18, 1979 


Displays a custom text for teh Today function 9/28/2020 Today is Monday 


Displays the hour as a number with leading zeros 9:55:13 09 


mmmm d, yyyy 
nmmn YYY Displays the month-year 


"Today is" dddd 


STEP 2: Over here you can see the Custom Date Format used, in our 
example, it's mmmm-yyyy and there is a sample of February-1979 
at the top to show you how it looks like. 


Try it out for the different formats! 


HOW IT APPEARS 


OUTPUT DATE/TIME 


Format Cells Г; х 


тт Displays the month as a number with leading zeros 
mmmm Displays the month in full form 

(o mmm 

d Displays the day as a number 
| EE 

ddd Displays the day in abbreviated form 
EE E 

yy Displays the last two digits of the year 
|om 

mmmm d, yyyy Displays the month, the date and the year 

| oom 


number format code, using one of the existing codes as a starting point. 


"Today is" dddd Displays a custom text for teh Today function 


hh Displays the hour as a number with leading zeros 9:55:13 09 Cancel 


| Analysis.| © Em 


Custom Date Formats in Excel ( 226 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Here is the list of codes that you can use: 


OUTPUT 

Displays the month as a number 
Displays the month as a number with 
leading zeros 

Displays the month in abbreviated 
form 


CODE 


Qu 
nn 
EMO 
v £t 
< x< 
л л 
ct ct 
cr >ш 
(D (D 
=з 
л О 
c E 
— “t 
o> 
ct 

= һа 
Oo 2 
T 
oc 
= = 
= —n 
ERE 

E 
-E 
о 

=] 

ct 

=F 


Displays the day as a number 
Displays the day as a number with 
leading zeros 

Displays the day in abbreviated form 
Displays the day in full form 
Displays the last two digits of the 
year 

yyyy Displays all the digits of the year 
juste e) Displays the month, the date and the 
yyyy year 

mmmm- Displays the month-year 

yyyy 
"Today is" 
dddd 


dddd 


< 


Displays a custom text for the Today 
function 

Displays the hour as a number 
Displays the hour as a number with 
leading zeros 

Displays the hour indicating AM or 
PM 


AM/PM 


Go to Table of Contents 


DATE/TIME 
18/02/1979 
18/02/1979 


18/02/1979 
18/02/1979 
18/02/1979 
18/02/1979 
01/02/1979 
18/02/1979 
18/02/1979 
18/02/1979 


18/02/1979 
18/02/1979 


18/02/1979 


11/06/2015 


APPEARS AS 
2 
02 


Feb 


February 
F 

18 

01 


Thu 
Thursday 
79 


1979 
February 18, 
1979 
February- 
1979 

Today is 
Thursday 

9 

09 


AM 


Custom Date Formats in Excel | 227 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Custom Number Formats in Excel 


A custom number format in Excel can have up to four different 
sections in the following order: 


Positive format; Negative format; Zero format; Text format 


You can specify different format codes for each section as long as 
they are separated by a semicolon. 


So you can display a positive number in black, a negative number in 
red, a zero in green and any text in blue. 


The following table displays the different custom codes that you can 
enter in the Format Cells dialog box and how the values will 

appear. You can download the Excel workbook below and press 
CTRL+1 in each cell to see the custom format entered. 


CODE OUTPUT ORIGINAL HOW IT APPEARS 


VALUE 
General format display 123456 123456 
# Displays significant digits 123.456 123 
#.00% Displays percentage 0.6489 64.89% 
$-+/(): Displays this character 1234567890 -$1234567890 
Displays the text in 1234567890 1234567890 
between the quotations units 
[Color n] Displays the color in the 1234567890 1234567890 
Excel color palette (from 0 
to 56) 
[condition Custom condition e.g. [If it 0.01 1.0096 


value] meets this condition] True 
Format; False Format 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Custom Number Formats in Excel | 228 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 1: Copy the custom number format 


NUMBER FORMATS 


> Custom 


Positive format: Negative format: Zero format: Text format 


Black]General:[Red]General:[Green]General:[Blue]General 


NB: Can be any of the following text strings: Black, Blue, Cyan, Green, Magenta, Red, White, or Yellow. 


Example: Excel ROCKS! 


STEP 2: Press Ctrl+1 to open the Format Cells dialog. Or you can 
right click on the cell and select Format Cells. 


B E R FO R IMI ATS Clear Contents nyexc 


Ф Translate 


itom = | 


LOI M 
Sort > 


rmat; Negative format; Zero format; Те == ==. 


(J InsetComment 4 42°, =e 


on 


Format Cells... 


Pick From Drop-down List... 


STEP 3: Choose Custom and paste the custom number format 
from Step 1 in the Type area. Then press OK. 


Custom Number Formats in Excel | 229 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Format Cells 


Number Alignment Font Border Fill 


| Category: 


[Black] General; [Red] General; [Green] General; [Blue] General] 


Go to Table of Contents 


General Sample 
— Excel ROCKS! 
Currency 
Accounting Type: 
Date 
Time 
Percentage General 
Fraction 0 
Scientific 0.00 
Text *se0 
| Special $550.00 
Сана #,##0_);(¢,##0) 
#,##0_);[Red](#,##0) 
| #,##0,00_);(#,4#0.00) 
#,##0.00_};[Red](#,##0.00) 
S#,##0_);(S+,4#0) 
$#,##0_);[Red](S#,##0) 
| $#,##0,00_);(S#,##0,00) 
| 
! 


Delete 


Type the number format code, using one of the existing codes as a st g point. 


ама 1) 


Change the cells to the following values and see the colors take 


effect: 
e 100 
e -200 


e 0 
e Excel ROCKS! 


Custom Number Formats in Excel | 230 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Find Blank Cells In Excel With A 
Color 


In Excel you can have a data set that comes from an external source 
which isn't always formatted to your liking. 


One of the most common things you may encounter are blank cells 
in your Excel data which can hinder your analysis, especially if you 
are using a Pivot Table to analyze the data. 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


STEP 1: Make sure your entire table is selected. We will select all the 
blank cells or press the keyboard shortcut CTRL + * 


A B [s D E F G H 1 
G T B | еї k = nyexcel(3€)nline cor 
‚ GO TO blanks 
2 
3 B - Y 
4 NORTH 4/13/2015 $55,815 April 
5 Widget Corp NORTH 12/21/2015 $94,908 December 2014 
6| 123Warehousing 2/15/2015 $57,088 February 2014 
7 Smith and Co. SOUTH 6/28/2015 $63,116 June 2015 
8 ABC Telecom 2015 8/22/2015 $57,650 August 2015 
9 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
10 Acme, inc. NORTH 4/13/2015 $55,815 April 2014 
11 Smith and Co. SOUTH 6/28/2015 June 2015 
12 SOUTH 1/15/2015 $38,281 January 
13 Foo Bars SOUTH 1/15/2005 $38,281 January 2015 


Smith and Ca CANTH ehennic €ca 116 tuna элле 
Analysis + 


STEP 2: Press Ctrl + Gto open the Go To Window. Click Special. 


Find Blank Cells In Excel With A Color | 231 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Select Blanks. Click OK. 


Go To Special 
Select 
(O Comments 
© Constants 
С) Formulas 
v^! Numbers 
| Text *) Direct only 
v] Logicals ( ) All levels 


V| Errors O Last cell 
i i O Visible cells only 
© Conditional formats 
© Data validation 
@ AM 
_) Same 


[ o ]| ew | 


Find Blank Cells In Excel With A Color | 232 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 3: The blank cells are now selected. Go to Home > Font > Fill 
> Red color 


Find Blank Cells In Excel With A Color.xlsx - Excel 


Page Layout Formulas Data Review View Developer Help Power Pivot Design 
De = 
Е 36 Cut Calibri vh? VA А | == &- 20 уар тех General v 
Р EB Copy ~ а 
aste + = T = = MEE — | == = 2 «0 00 ‹ 
~ "f Format Painter VE 5 - БЕША. ШШ $-9 | Fo 


Theme Colors Alignment fs Number fs 


Clipboard fs Font 


A4 X fæ 
— ^ — ilii >< 
Co ) Standard Colors A 
. Go To Blass ----- M 
= | [S] No Fill E 
з M REG 7 7 | SALES . MONTH YEAR - 
4 I| NORTH 4J 12/2012 $55,815 April 
5 | Widget Corp NORTH 12/21/2015 $94,908 December 2014 
6 123 Warehousing — 2/15/2015 $57,088 February 2014 
7 Smith and Co. SOUTH 6/28/2015 $63,116 June 2015 
8 АВСТеіесот 2015 8/22/2015 $57,650 August 2015 
9 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
10 Acme, inc. NORTH 4/13/2015 $55,815 April 2014 
11) Smith and Co. SOUTH 6/23/2015 B tune 2015 
ә SOUTH 1/15/2015 $38,281 January NN 
13 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
1A Smith and Ca, co ma &i)e/)n15 Cro 136 luna 20106 
Analveic | (a) 


Find Blank Cells In Excel With A Color | 233 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


STEP 4: Try filtering the Customer column by selecting Filter by 


Color > Red color 


L| 
H v v 


2 
3 AJ SotAtoZ 
Sort Z to A 
4 
rt by Color 
5 | Widget Corp 
6 | 123 Warehousing Filter by Color 
7 Smith and Co. pn 
Search 
8 | ABC Telecom = 
| (Select All) 
9 Fake Brothers | 123 Warehousing 
2 [V] ABC Telecom 
10. Acme, inc. Z] Acme inc. 
11 Smith and Co. М Fake Brothers 
v] Foo Bars 
12 ә ETT 
v| Widget Corp 
13 | Foo Bars Z (Blanks) 


Cmith and Ca, 
Analysis OK 


эл 


$55,815 April 

$94,908 December 2014 
Ё Filter by Cell Color. February 2014 
: June 2015 
2 R — August 2015 
$90,967 December 2015 
$55,815 April 2014 
June 2015 

$38,281 January [ке 
$38,281 January 2015 
ELI E. luna 2015 


Cancel 


Our filtering has worked to show the blank cells which you can now 


manually fill in. 


NORTH 4/13/2015 $55,815 April 

SOUTH 1/15/2015 $38,281 January 

SOUTH 1/15/2015 $38,281 January 2015 
WEST 12/31/2015 $90,967 December 2015 


Find Blank Cells In Excel With A Color ( 234 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Fill Justify Tool 


An interesting tool within Excel is the Fill Justify. It allows you to 
select text from several rows and merge them in to one cell. 


So if you have data that gets downloaded in to separate rows and 
want to join them up in to one sentence, then the Excel’s Fill Justify 
option is your savior. 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


This is our text: 


s |My 

s Мате 
7 liS 

s |John 


STEP 1: Adjust your column width so all the text could fit in one cell 


. ^ A—A--—-Uu 


4 


5 [My | 


є Name 


Fill Justify Tool | 235 | FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 2: Select the cells that you want to combine together. Go 
to Home > Fill > Justify 


E g Ga Fri 
Hom Pag ata Revie p p © Telmewha а 
: == pem " 
M % TIGE inspira "TIS AMT = р ч l » |e sm EX [ШЖ 2: Autosum by je 
bos ^ $ о | Conditional Format as ; d ШЕ SET 
, BIU Oy = ж = SF [H Merge & Cent % m Wet m 
. Ў эса сеа $ Formatting Table- Styles ~ - м M №] Down Y 
Clipboard Font "s Alignment IF] Number 5 Styles Cells 
AS fe | My Up 
fe] Left 
A B C D E F cu І 
4 
5 Му 
s |Мате 
7 Is 
s John 


With just that, everything is now combined into one single cell! 


ырроага ы ront P AI gnmernrtc 


A5 x fe My Name Is John 


A 


s |My Name Is John 


Fill Justify Tool | 236 | FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Format Cells: Special Numbers 


If you have a list of values that come from a database and want to 
format them in Excel using a special number format like a Zip Code, 
Social Security Number or Phone Number, then this is possible using 
the Format Cells dialog box and choosing the "Special" number 
category. 


See how easy this is achieved in just a few simple steps. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: To format the Zip Code, select the cell containing the value 
and press CTRL + 1 


Make sure that Locale has English (United States) selected. 


Select Special > Zip Code + 4 then click OK. 


B7 M f 303039000 


Format Cells ? x 
A B 
4 | MM———— — M—— 7| Number Alignment Font Border Fill Protection Г 
5 | ZIP CODE pue Sample 
Беан 30303-9000 

6 CELL ENTRY HOW IT APPEARS nnd Type: 

p ———— ed | Zip Code 
Е 303039000 | 303039000 i ре! 
8 | Fraction: | Social Security Number 
9 | РНОМЕ NUMBER Custom ТТ 
10 CELL ENTRY HOW IT APPEARS E Е 
T 3121234567 3121234567 
12| — 2 
13 | SOCIAL SECU RITY NUMBER Special formats are useful for tracking list and database values. 
14 CELL ENTRY HOW IT APPEARS 
15 | 123456789 123456789 Cancel 


Your Zip Code is now formatted! 


Format Cells: Special Numbers | 237 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


ZIP CODE 


CELL ENTRY 
303039000 


HOW IT APPEARS 
30303-9000 


STEP 2: To format the Phone Number, select the cell containing the 
value and press CTRL + 1 


Select Special > Phone Number then click OK. 


1 4 fe 3121234567 


| Format Cells ? x 
[| A | B | 


Number Alignment Font Border Fill Protection 

Е Category: 

ZIP CODE General Sample 
Number B12) 123-4567 
CELL ENTRY HOW IT APPEARS accountng тре 
303039000 30303-9000 I е ZipCode - 
| Scientific 
ы Text 
PHONE NUMBER Custom 


Locale (location): 
) CELL ENTRY HOW IT APPEARS | English (United States) М 


3121234567 3121234567 
SOC IAL S EC U RI TY N U M B E R Special formats are useful for tracking list and database values. 


CELL ENTRY HOW IT APPEARS 


Your Phone Number is now formatted! 


PHONE NUMBER 


CELL ENTRY HOW IT APPEARS 
3121234567 (312) 123-4567 


Format Cells: Special Numbers | 238 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 3: To format the Social Security Number, select the cell 
containing the value and press CTRL + 7 


Select Special > Social Security Number then click OK. 


5 m f 123456789 


Format Cells ? x 
A B 
- Number Alignment Font Border Fill Protection 
ZIP CODE mem Sample 
cas 123-45-6789 
CELL ENTRY HOW IT APPEARS дош Туре: 
a ] me ip Code 
303039000 30303-9000 | || Percentage ZipCode - A 
ll traction Social Security Numbe 
Scientific -— 
Text 
PHONE NUMBER = — 
| CELL ENTRY HOW IT APPEARS Engish (United States М 
3121234567 (312) 123-4567 
SOC IAL SEC U RITY N U M BER Special formats are useful for tracking list and database values. 
CELL ENTRY HOW IT APPEARS 


123456789 123456789 ЕС 


Your Social Security Number is now formatted! 


SOCIAL SECURITY NUMBER 
CELL ENTRY HOW IT APPEARS 


123456789 123-45-6789 


Format Cells: Special Numbers ( 239 ) FORMAT & LAYOUT 
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Format Painter Multiple Cells 


The Format Painter copies formatting from one place and applies it 
to another but this can also be extended to multiple cells. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Pick a cell that contains the formatting you want to copy 


Go to Home > Clipboard > Format Painter and make sure to 
double click on the format painter icon 


Format Painter.xlsx - Excel 


Insert Page Layout Formulas Data Review View Developer Help Design Q Tell me what yo: 
ie | = a — НЕ manol 
ЛЕ & |Calibri ‚(11 Aa | = = Е +%- 2b Wrap Text |General - r 52 

EB + z [€] E 

Paste B. xU + 2 =SB= == $ - 96 s 2 28 | Conditional Format 

$ °S is E мд rea Y Formatting” Table 
Clipboa Is Font fs Alignment f Number fs Styles 


4/13/2014 $55,815 April 
| Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
10| 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
11 Demo Company WEST 5/14/2014 $56,539 May 2014 
12 | Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
13 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
14 ABC Telecom EAST 8/22/2015 $57,650 August 2015 
15 Fake Brothers WEST 12/31/2015 $90,967 December 2015 


STEP 2: These are the cells that we want to apply the same 
formatting. Click on all of them 


Format Painter Multiple Cells ( 240 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Format Painter.xlsx - Excel 


Page Layout Formulas Data Review View Developer Help 


Rx Conditional F 
aste BEU- DH E o x = = = == Lr $ ~% 9 «2 20 onditional Format 
- B d -ovA БА RSS Formattingy Table 
Clipboard [Г Font fs Alignment Is Number Is Styles 
A8 EN fe Acme, inc. 


4/13/2014 $55,815 April 2014 


9 SOUTH 12/21/2014 $94,908 December 2014 
10 EAST 2/15/2014 $57,088 February 2014 
11 WEST 5/14/2014 $56,539 May 2014 
12 NORTH 6/28/2015 $63,116 June 2015 
13, ҒооВагѕ SOUTH 1/15/2015 $38,281 January 2015 
14. ABC Telecom Cr) 8/22/2015 $57,650 August 2015 
15 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
16 


STEP 3: The same formatting is applied with just a click. Now try 
applying it to the entire YEAR Column by highlighting the entire 
column 


Insert Page Layout Formulas Data Review View Developer Help Design Q Tell me what y 
e "Ip 
LM 36 | [cali ju yan | = = Фф. март General J] E Hi 
ЕВ + 

Pasie BIU- Zü- -A-| =B = SF Eduenge& Cente $ ~% » | % 99 | Conditional Form 
. = = a ok TT 0 Formatting’ Tab 
Clipboard Г Font Гы Alignment Гы! Number Гы! Styles 

B14 "E p EAST 


Acme, inc 4/13/2014 $55,815 April 


9 Widget Corp SOUTH 12/21/2014 $94,908 December 
Т] 123 Warehousing | EAST 2/15/2014 $57,088 February 
11 Demo Company WEST 5/14/2014 $56,539 May 

Й Smithandco. | NORTH 6/28/2015 $63,116 June 

13 Foo Bars SOUTH 1/15/2015 $38,281 January 
14 ABC Telecom | us | 8/22/2015 $57,650 August 
15 | Fake Brothers WEST ` 12/31/2015 $90,967 December 


They now all have the same formatting! 


Format Painter Multiple Cells ( 241 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Data Review View Developer Help Design Q Tell me what you \ 


ae ы E 
a" di [Calibri [un ^к = = | Ф. | улар: бепега! . HP 
EE) X 
Paste Н: 24 E ө = B= | = э= | Е) Merge & Center ф- % 2 |0 09 Conditional Format a 
. 8 E 2 = 25 ipod Formatting" ТаЫе ~ 
Clipboard Г Font Гы! Alignment гу Number IE] Styles 
F8 v fe | 2014 


Acme, inc NORTH 4/13/2014 $55,815 April 
Widget Corp SOUTH 12/21/2014 $94,908 December | 2014 | 
123 Warehousing EAST 2/15/2014 $57,088 February | 2014 | 
Demo Company WEST 5/14/2014 $56,539 May | 2014 | 
Smith and Co. NORTH 6/28/2015 $63,116 June | 2015 | 
Foo Bars SOUTH 1/15/2015 $38,281 January | 205 | 
ABC Telecom 8/22/2015 $57,650 August | 2015 | 
Fake Brothers WEST 12/31/2015 $90,967 December | 2015 | 


Format Painter Multiple Cells ( 242 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Freeze Panes in Excel 


Have you ever encountered a situation where you had heaps of data 
with many rows and you needed to see the headers at all times? 


Just like me, | am sure you have :) 


There is a way in Excel that will allow us to freeze panes so that the 
column headings are visible whilst we are scrolling down our data. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Go to View > Freeze Panes > Freeze Top Row 


This will freeze the Row 1 of your sheet: 


Insert Page Layout Formulas Data Review View Add-ins Power Pivot Form Team 
ES [7] E Rm =] m| C Split ew Side by Side Cre 
HH Ruler v! Formula Bar Q > B m — БЕЗ P 
: : Е I —ЕШ a r1 C Hide Sync nous Scrolling 25 
Normal Раде Break Page Custom Gridlines [V] Headings Zoom 100% Zoomto New Arrange Freeze NT EC RET Switch 
Preview Layout Views Selection Window All Рапеѕ = — Unhide Ress SETAE ECS | Windows 
Workbook Views Show Zoom Freeze Panes 
- Keep rows and columns visible while the rest of 
F6 Y fe 63116 = be worksheet scrolls (basedon рі р 
—— Freeze Top Row 
1 CUSTOMER SALES REGION ORDER DATE SALE the rest of the worksheet. 
2 | LONG ISLANDS INC AMERICAS 2012-04-13 24,640 s V um it 
| еер the first column visible while scrolling 
3 


LONG ISLANDS INC AMERICAS 2012-12-21 24,640 — through the rest of the worksheet. E 


14 | LONG ISLANDS ІМС AMERICAS 2012-09-08 95,527 
15 | LONG ISLANDS INC AMERICAS 2012-06-30 90,599 
16 | LONG ISLANDS INC AMERICAS 2012-12-23 17,030 
17 | LONG ISLANDS INC AMERICAS 2012-12-08 65,026 
10 | LAMA ICI ЛАГ INC ABRACDICAC 9117 1n 19 ыт ста 


Freeze Panes in Excel | 243 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 2: To be able to undo the freezing is very easy! Go to View > 
Freeze Panes > Unfreeze Panes 


You should now be able to scroll normally. 


Home Insert Page Layout Formulas Data Review View Add-ins Power Pivot Form Team Q Tell me what you 


|! | F] Ruler [V] Formula Bar LI > A Ca = Spit C View Side by Side | 
: TA SS "= ніае B| Synchronous Scrolling 

Normal Page Break Page Custom | Gridlines [V] Headings Zoom 100% Zoom to New Arrange Freeze — S 5 

Preview Layout Views 2 38 Selection Window All Danae | jUnhide GIA Reset Window Position Nil 


Workbook Views Show Zoom Unfreeze Panes 
225 Unlock all rows and columns to scroll 
E6 i fe 2012-12-29 through the entire worksheet. 


reeze lop Row 


- A D E F Keep the top row visible while scrolling 
1 CUSTOMER SALES REGION ORDER DATE SALE through the rest of the worksheet. 
F First Col Е 
14| LONG ISLANDS INC AMERICAS 2012-09-08 dC a 


95824 BEE Keep the first column visible while 
15 | LONG ISLANDS ІМС AMERICAS 2012-06-30 90,599 scrolling through the rest of the worksheet. |F 


STEP 3: The next question is, what if it's not the first row that you 
want to freeze? Say you want Rows 1 to 5 to be frozen? 


Select the sixth row: 


d| A 1 р | E F 


LONG ISLANDS INC 
LONG ISLANDS INC 


AMERICAS 2012-12-24 


1 CUSTOMER SALES REGION ORDER DATE 

2 LONG ISLANDS INC AMERICAS 2012-04-13 

3 LONG ISLANDS INC AMERICAS 2012-12-21 24,640 
4 LONG ISLANDS INC AMERICAS 2012-12-24 29,923 
5 

6 


Go to View » Freeze Panes » Freeze Panes 


Home Insert Page Layout Formulas Data Review [ Add-ins Power Pivot Form Team Q Tell me what you want 
: T - [М] | 1 | ї EO View Side by Side 
[ = | EE Е | =] Ruler |v! Formula Bar e: > а = - ES E3 Split EO View Side by Sid EE 
—En M Hide B| Synchronous Scrolling i 
Normal Раде Break Page Custom Г] Gridlines |] Headings Zoom 100% Zoomto New Arrange Freeze _ i Switch 
Preview Layout Views Selection Window All Paness —Unhide  G[5 Reset Window Position Window. 
Workbook Views Show Zoom Freeze Panes 
— | Keep rows and columns visible while the rest of 
A6 EE fe LONG ISLANDS INC the worksheet scrolls (based on current selection). 
— reeze Top Row 
а А D E F Keep the top row visible while scrolling through 
1 CUSTOMER SALES REGION ORDER DATE the rest of the worksheet. d 
Fi First Col 
2| LONG ISLANDS INC AMERICAS 2012-04-13 24,640 E наса И и 
: Keep the first column visible while scrolling 
3 LONG ISLANDS INC AMERICAS 2012-12-21 24,640 through the rest of the worksheet. a 
A TONG IQI ANING INC AMERICAS 2012.12.24 за a22 ani? Marel 


Freeze Panes in Excel | 244 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


All of the rows above Row 6 are now frozen! 


| А | D E | F | 
1 CUSTOMER SALES REGION ORDER DATE SALES 
2 | LONG ISLANDS INC AMERICAS 2012-04-13 24,640 
3 | LONG ISLANDS INC AMERICAS 2012-12-21 24,640 
4 LONG ISLANDS INC AMERICAS 2012-12-24 29,923 
30 | LONG ISLANDS INC AMERICAS 2012-02-08 11,347 
31 | LONG ISLANDS INC AMERICAS 2012-10-31 11,136 
32 | LONG ISLANDS INC AMERICAS 2012-10-21 88,672 
33 | LONG ISLANDS INC AMERICAS 2012-07-26 82,202 
34 | LONG ISLANDS INC AMERICAS 2012-08-19 70,480 


STEP 4: You can also freeze the first column! Go to View > Freeze 
Panes > Freeze First Column 


This will freeze the Column 1 of your sheet: 


H ©” @ Freeze Panes in Excel.xlsx - Excel 


File Home Insert Page Layout Formulas Data Review [ Help Q Tell me what you want to do 


| [Si C View Side by Side c 
ЕЕЕ “| Formula Bar Q > y 
t =] Е: а ЕП 
Раде Break Page Custom | [] Gridlines С Headings Zoom 100% Zoom to Switch 
Preview Layout Views | Selection | Window All 1j Windows ~ 
Workbook Views Show Zoom œn Freeze Panes 
zi Keep rows and columns visible while the rest of 
A1 У: fæ CUSTOMER = the worksheet scrolls (based on current selection). 


Freeze Top Row 
A D E F Keep the top row visible while scrolling through 
SALES REGION ORDER DATE the rest of the worksheet. 


2 LONG ISLANDS INC AMERICAS 4/13/2012 24,640 
3 LONG ISLANDS INC AMERICAS 12/21/2012 24,640 
4 LONG ISI ANDS INC AMFRICAS 12/24/2012 29 972 


CUSTOMER 

LONG ISLANDS INC 24,640 2012 January 91 Acme, inc. 
LONG ISLANDS INC 24,640 2012 February 01 em = 
LONG ISLANDS INC 29,923 2012 March ai 123 Warehousing 1 
LONG ISLANDS INC 66,901 2012 April Q2 Demo Company 
LONG ISLANDS INC 63,116 2012 May 92 Smith and Co. 
LONG ISLANDS INC 38,281 2012 June Q2 Foo Bars 

8 LONG ISLANDS INC 57,650 2012 July оз АВС Telecom 

9 LONG ISLANDS INC 90,967 2012 August оз Fake Brothers 

1 LONG ISLANDS INC 11,910 2012 September Q3 QWERTY Logistics 

1 LONG ISLANDS INC 59,531 2012 October Q4 Demo, inc. 

1 LONG ISLANDS INC 88,297 2012 November Q4 Sample Company 

1 LONG ISLANDS INC 87,868 2012 December 04 Sample, inc 

1 LONG ISLANDS INC 95,527 2012 January ai Acme Corp 

1 LONG ISLANDS INC 90,599 2012 February 01 Allied Biscuit 


Freeze Panes in Excel | 245 } FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


STEP 5: You can also freeze your view from a specific cell! For 
example, let us try freezing from cell D4: 


| | | | 


| 


о со ч со л A Ww N = 


10 


А 
CUSTOMER 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 
LONG ISLANDS INC 


B 
PRODUCTS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 
SOFT DRINKS 


€ 

SALES PERSON 

Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 
Michael Jackson 


D 


SALES REGION 


AMERICAS 


AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 
AMERICAS 


E 


ORDER DATE 


4/13/2012 
12/21/2012 
12/24/2012 
12/24/2012 
12/29/2012 
6/28/2012 
6/28/2012 
6/29/2012 
6/29/2012 


Select that cell. Go to View » Freeze Panes » Freeze Panes 


Freeze Panes in Excel.xlsx - Excel 


Home Insert Formulas Data 


Page Layout 


J 


Normal|Page Break Page Custom 


Review 
ru 


Q [a A 


Zoom 100% Zoomto 


FS 


Switch ‚ 


Formula Bar 


[ | Gridlines [7] Headings 


New Arrange 


Preview Layout Views Selection | Window All Windows ~ 
Workbook Views Show Zoom eeze Panes ! 
Keep rows and columns visible while the rest of 
D4 M fe | AMERICAS ~~" the worksheet scrolls (based on current selection). 
reeze Top Row 
A B c D Keep the top row visible while scrolling through 
1 CUSTOMER PRODUCTS SALES PERSON "the rest of the worksheet. [БЕЙ 
2 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS E hare jou ceca RR 
eep the first column visible while scrolling 
3 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS through the rest of the worksheet. 
4 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS | 12/24/2012 29,923 


This will freeze panes based on that specific cell. Try scrolling in 
multiple directions. Cells Al to C3 are now frozen! 


CUSTOMER PRODUCTS 


SALES PERSON FINANCIAL YEAR SALES MONTH SALES QTR CHANNEL PARTNERS 


LONG ISLANDS INC SOFT DRINKS Michael Jackson 2012 January al Acme, inc. 
LONG ISLANDS INC SOFT DRINKS Michael Jackson 2012 February Q1 Widget Corp 
2012 September оз LexCorp 
23 | LONG ISLANDS INC BOTTLES Michael Jackson 2012 October Q4 LuthorCorp 
24 | LONG ISLANDS INC BOTTLES Michael Jackson 2012 November a4 North Central Positronics 
25 | LONG ISLANDS INC BOTTLES Michael Jackson 2012 December Q4 Omni Consimer Products 
26 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 January 01 Praxis Corporation 
27 LONG ISLANDS INC ICE CUBES Michael Jackson 2012 February 01 Sombra Corporation 
28 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 March qi Sto Plains Holdings 
29 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 April Q2 Tessier-Ashpool 
30 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 May 92 Wayne Enterprises 
31 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 June Q2 Wentworth industries 
32 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 July Q3 ZiffCorp 
33 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 August Q3 Bluth Company 
34 LONG ISLANDS INC ICE CUBES Michael Jackson 2012 September оз Strickland Propane 
35 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 October a4 Thatherton Fuels 
36 | LONG ISLANDS INC ICE CUBES Michael Jackson 2012 November ол Three Waters 
37 LONG ISLANDS INC ICE CUBES Michael Jackson 2012 December Q4 Water and Power 


Freeze Panes in Excel | 246 } FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Lock Cells in Excel 


Have you encountered a scenario where you do not want to lock the 
whole sheet, but just a couple of cells in your Excel worksheet? 


Locking an entire sheet is straightforward, but locking separate 
cells is a different story. 


Let us say, we have this single cell that we want to lock in our Excel 
worksheet: 


Do Not Lock Me! 


Lock Me! 


Do Not Lock Me! 


Here is the game plan: 


e All of the cells are locked by default, however locked cells have 
no effect until you have protected the worksheet 


e So we will unlock all of the cells 
e Then select the single target cell and lock it 


e After that, we will protect the worksheet and our target cell 
will now be locked! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Lock Cells in Excel | 247 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 1: Select all of the cells by clicking the upper left corner: 


STEP 2: Right click any cell and select Format Cells: 


== = Б Merged 


Paste Special... 
Insert 
Delete 
Clear Contents 


Row Height... 
Hide 
Unhide 


(СЕ Іпзріг = [18 -|Æ X $ 


Lock Cells іп Excel | 248 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 3: Ensure Locked is unticked. This will unlock our entire 
Sheet. Click OK. 


Format Cells ? x 


Number Alignment Font Border Fill Protection 


Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, 
Changes group, Protect Sheet button). 


STEP 4: Right click on our target cell and select Format Cells: 


XC 


Sort r 


tJ Insert Comment 


Pick From Drop-down List... 
Define Name... 


Hyperlink... 


Do Not Lock Me Calibri  -!11 > E aZ $ - 96 * Е] 


Lock Cells іп Excel ( 249 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 5: Ensure Locked is ticked this time. This will lock our target 
cell. Click OK. 


Format Cells ? x 


Number Alignment Font Border Fill Protection 


Changes group, Protect Sheet button). 


STEP 6: Now it is time to protect our Excel sheet and see the locking 
in action! 


Right-click on the Worksheet Name and select Protect Sheet (or go 
to the ribbon menu and select Review > Protect Sheet) 


Do Not Lock Me! 


Lock Me! 
De Insert... 


EX Delete 
Rename 


Move or Copy... 


Tab Color › 


C Hide 
— Select All Sheets 


Lock Cells in Excel ( 250 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 7: Type in a password and Click OK. In our example, | typed 
in excel as the password. 


Protect Sheet ? x 


Password to unprotect sheet: 


Protect worksheet and contents of locked cells 


Allow all users of this worksheet to: 
[.|Selectlockedcells — 0 
Select unlocked cells 

[ ] Format cells 

L] Format columns 

[| Format rows 

[_] Insert columns 

[_] Insert rows 

[_] Insert hyperlinks 

L] Delete columns 

El Delete rows v 


STEP 8: Retype the password and Click OK. 


Reenter password to proceed. 
"9 
Caution: If you lose or forget the password, it cannot 
be recovered. It is advisable to keep a list of passwords | 


and their corresponding workbook and sheet names in | 
a safe place. (Remember that passwords are 


case-sensitive.) 
cancel 


STEP 9: If you try editing your target cell now, Excel will not allow 
you to...And you are able to edit the other cells just fine! 


Do Not Lock Me! 


| Lock Me! 


Do Not Lock Me! 


Microsoft Excel x 


A The cell or chart you're trying to change is on a protected sheet. To make a change, unprotect the sheet. You might be requested to enter a password. 


Lock Cells in Excel ( 251 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Lock & Protect Formula Cells 


If you have a workbook with lots of formulas and you want to 
protect those formulas from being amended by other people who 
share your workbook, then you can! 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 
STEP 1: Press the Go To Special shortcut CTRL+G 


REVENUE $ 256,871 Go To ? x 
COST OF SALES $ 85,679 Go to: 

coss| s 171,192 | | 
COGS % 67% 
EXPENSES $ 56,879 

Reference: 
NET PROFIT $ 114,313 | 
NET MARGIN 45% EE: 


STEP 2: Select the Constants box and press OK (this highlights all 
the non-formula cells) 


Go To Special i: x 
Select 
O Row differences 
© Column differences 
O Precedents 
Numbers O Dependents 
M Text Direct only 
Logicals All levels 
Errors O Last cell 
O Blanks O Visible cells only 
O Current region O Conditional formats 
( Current array CO Data validation 
O Objects All 
Same 
an 


Lock & Protect Formula Cells | 252 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


STEP 3: Press CTRL+1 to bring up the Format Cells dialog box 


REVENUE | $ 256,871 


COST OF SALES 5 85,679 
COGS $ 171,192 

COGS % 67% 
EXPENSES $ 56,879 

NET PROFIT $ 114,313 
NET MARGIN 45% 


Format Cells 


Font Border Fill Protection 


Category: 
General 
Number 
Currency 
Accounting 
Date 

Time 
Percentage 
Fraction 
Scientific 
Text 
Special 
Custom 


Sample 


General format cells have no specific number format. 


STEP 4: Select the Protection tab and Un-check the Locked box 


REVENUE | $ 256,871 


COST OF SALES $ 85,679 
COGS $ 171,192 

COGS % 67% 
EXPENSES $ 56,879 
NET PROFIT $ 114,313 
NET MARGIN 45% 


Format Cells 


Number Alignment Font Border Fill Protection 


‘Locked: 
[C Hidden 
Locking cells or 

Protect group, Pr 


jing formulas has no effect until you protect the worksheet (Review tab, 
Sheet button). 


rh," 
Ф 


Lock & Protect Formula Cells ( 253 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


STEP 5: In the menu ribbon go to Review > Protect Sheet > then 
enter your custom password (optional) 


Page Layout Formulas Data i i Developer Help Q Tell me what you want to do 


èb | O| | to А E fa E 
© ах © Show All Comme! ЕЛ a Z 
ok Check Smart Translate New Delete Protect Protect Allow Edit 
5 Accessibility | Lookup Comment Sheet Workbook Ranges 
Accessibility Insights Language Comments Protect 
fe 256871 
B С р Е F G H l 
Protect Sheet ? x 
Password to unprotect sheet: 
REVENUE $ 256,871 
9999999999999 
COST OF SALES. $ 85,679 M Protect worksheet and contents of locked cells 
COGS $ 171,192 Formula Allow all users of this worksheet to: 
-m METTET o 
COGS 96 67% Formula [v] Select unlocked cells 
L ] Format cells 
L ] Format columns 
————— H Format rows 
Insert columns 
EXPENSES $ 56,879 Piece 
L Insert hyperlinks 
L Delete columns 
[U Delete rows 
МЕТ PROFIT $ 114,313 Formula 
NET MARGIN 4596 Formula 


This will lock all the cells that are not constant, so this will be all of 
the formula cells! 


Lock & Protect Formula Cells | 254 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Number Format: Make Negative Red 
Numbers 


When you are working with lots of different numbers in Excel, you 
sometimes want your numbers to stand out by showing them ina 
negative red number enclosed in parenthesis. 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the column that you want to apply the negative 
number formatting. Press CTRL + 1 to open the Format Dialog. 


A B G 


7 Acme, inc. NORTH 4/13/2015 |- 5,701.00 April 2014 
8 Widget Corp NORTH 12/21/2015 41,140.00 | December 2014 
9 123 Warehousing EAST 2/15/2015 49,134.00 | February 2014 
10 Demo Company CENTRAL 6/28/2015 |- 16,813.00 June 2015 
11 Smith and Co. SOUTH 8/22/2015 35,229.00 August 2015 
12 Foo Bars WEST 12/31/2015 |- 8,942.00 | December 2015 
13 ABC Telecom NORTH 4/13/2015 46,567.00 April 2014 
14 Fake Brothers SOUTH 6/28/2015 45,305.00 June 2015 
15 QWERTY Logistics SOUTH 1/15/2015 17,237.00 January 2015 
16 Demo, inc. SOUTH 8/22/2015 |- 49,030.00 August 2015 
17 Sample Company WEST 12/31/2015 45,008.00 | December 2015 
18 Sample, inc NORTH 4/13/2015 |- 18,303.00 April 2014 
19 Acme Corp NORTH 12/21/2015 |- 44,151.00 | December 2014 
20] Allied Biscuit EAST 2/15/2015 B 44,642.00 | February 2014 
Analysis @ 


STEP 2: Select Number as the category and select the formatting 
that you want to display for negative numbers. You can change the 
number of decimal places as well. 


Click OK. 


Number Format: Make Negative Red Nuf 955 } FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


f 
Format Cells 


Number 


Category: 


Alignment 


General 


Currency 
Accounting 
Date 

Time 
Percentage 
Fraction 
Scientific 
Text 
Special 
Custom 


A 


Acme, inc. 
Widget Corp 
123 Warehousing 
Demo Company 
Smith and Co. 
Foo Bars 
ABC Telecom 
Fake Brothers 
QWERTY Logistics 
Demo, inc. 
Sample Company 
Sample, inc 
Acme Corp 
Allied Biscuit 


Font Border 


Sample 
(5,701.0) 


А Га 
Decimal places: | 


Fill Protection 


E 


М Use 1000 Separator (.) 


Negative numbers: 


-1,234.0 
1,234.0 


` eu 


NORTH 
NORTH 
EAST 
CENTRAL 
SOUTH 
WEST 
NORTH 
SOUTH 
SOUTH 
SOUTH 
WEST 
NORTH 
NORTH 
EAST 


4/13/2015 
12/21/2015 
2/15/2015 
6/28/2015 
8/22/2015 
12/31/2015 
4/13/2015 
6/28/2015 
1/15/2015 
8/22/2015 
12/31/2015 
4/13/2015 
12/21/2015 
2/15/2015 


[[ ox ||| owe | 


Now your negative numbers are now formatted! 


(16,813.0) | 


Number is used for general display of numbers. Currency and Accounting offer specialized 
formatting for monetary value, 


April 
December 
February 
June 
August 
December 
April 
June 
January 
August 
December 
April 
December 
February 


Number Format: Make Negative Red Nuf 956 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Number Format - Thousands & 
Millions 


Many times, you might have large numbers in an Excel report and it 
is hard to decipher and read the number at one glace. 


The best way is to show the numbers in Thousands (K) or Millions 
(M). 


In Excel you can display a number 45,200,000 as 45.2 Million. 


A B С 

=n 

2 45,200,000 45.2M 

3 27,180,995 27.2M 

4 33,901 33.9 К 

5 | 11,161,006 11.2 M 

6 | 13,943 13.9 K 

1 77,710,378 77.7 М 

8 

9 


— 
© 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Custom Formatting 


Before we move forward, it is important to know that certain 
characters in custom formatting have specific meaning: 


e О Display insignificant zeros 


e # Display significant zeros 


Number Format - Thousands & Millions | 257 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


e , Thousand separator 
e "" Add text within the quotes 


You can create Excel custom number formats for Millions and 
Thousands using either the placeholder zero or pound sign. Let's 
look at both of them one-by-one. 


With Placeholder Pound Sign # 
#,##0, "ths" 
#,##0,, "mills" 


In the example below, we have sales data with the sales amount 
mentioned in columns D & E. 


A B c D E | 
CUSTOMER | REGION | ORDERDATE | SALES (ths) SALES (mill) 


6 

7 Acme, inc. NORTH 13-04-15 27,180,995 27,180,995 
8 Widget Corp NORTH 21-12-15 33,901,737 33,901,737 
9 123 Warehousing EAST 15-02-15 111,610,061 111,610,061 
10 | Demo Company CENTRAL 28-06-15 139,434,582 139,434,582 
11 Smith and Co. SOUTH 22-08-15 77,710,378 77,710,378 
12 Foo Bars WEST 31-12-15 118,178,857 118,178,857 
13 ABC Telecom NORTH 13-04-15 48,208,050 48,208,050 
14 | Fake Brothers SOUTH 28-06-15 83,359,270 83,359,270 
15 QWERTY Logistics SOUTH 15-01-15 50,358,857 50,358,857 
16 Demo, inc. SOUTH 22-08-15 93,555,192 93,555,192 
17 Sample Company WEST 31-12-15 145,310,509 145,310,509 
18 | Sample, inc NORTH 13-04-15 58,710,474 58,710,474 
19 Acme Corp NORTH 21-12-15 97,078,321 97,078,321 
С лов js prop cU ee ee I 
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STEP 1: Select Column D in the data below. 


4 А B z | D | E 
CUSTOMER REGION ORDER DATE SALES (ths) SALES (mill) 


Widget Corp 21-12-15 33,901,737 


Demo Company 28-06-15 139,434,582 


n SOUTH 
12 Foo Bars WEST AIT 118,178,857 
13 О NORTH 
14 Fake Brothers SOUTH 28-06-15 83,359,270 
15 SOUTH — 
16 Demo, inc. SOUTH 22-08-15 95555192 
" WEST 
18 Sample, inc NORTH 13-04-15 58,710,474 
19 © NORTH 


? х 
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STEP 3: In the Format Cells dialog box, Under Number Tab select 


Custom. 
Format Cells ? x 
Number Alignment Font Border Fill Protection 
Category: 
General Sample 
Number 
cami SALES (ths) 
Accounting Type: 
Date 
Time General 
Percentage ^ 
Fraction 0 
Scientific 0.00 
Text *sep 
: #,##0.00 
#,##0_);(#,##0) 
#,##0_);[Red](#,##0) 
#,##0.00_);(#,##0,00) 
#,##0.00_);[Red](#,##0.00) 
S#,##0_);(S#,##0) 
$#,##0_);[Red](S#,##0) 
$#,##0.00_);(S#,##0.00) M 
Delete 
Type the number format code, using one of the existing codes as a starting point. 
cane 
" " " Н 
STEP 4: Type #,##0, "ths" and Click OK. 
Format Cells ? x 
| 
Number Alignment Font Border Fill Protection 
Category: 
General Sample 
Number 
Currency MESS 
Accounting 
Time 
Percentage General ^ 
Fraction 0 
Scientific 0.00 
Text #,##0 
Special #,##0,00 
DOT HENEENI #,##0_);(#,##0) 
#,##0_);[Red](*,##0) 
#,##0,00_);(#,##0.00) 
#,##0.00_);[Red](#,##0.00) 
S#,##0_);(S#,##0) 
$#,##0_);[Red]($#,##0) 
$#,##0,00_);(S#,##0,00) ы 
Delete 


Type the number format code, using one of the existing codes as a starting point. 


Ca] 
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STEP 5: This is how the Column D after number formatting will look 


y A в с] ү F 
6 CUSTOMER REGION ORDER DATE SALES (ths) SALES (mill) 

7 EE. 

8 Widget Corp NORTH 21-12-15 | 33,902 ths | 33,901,737 

ә AST 


10 Demo Com ER CENTRAL 28-06-15 | 139,435 ths | 139,434,582 
12 Foo Bars WEST 31-12-15 118,178,857 
14 Fake Brothers SOUTH 28-06-15 | 8335905 | 83,359,270 
16 Demo, inc. SOUTH 22-08-15 | 93,5555 | TERE 
18 Sample, inc NORTH 13-04-15 58,710,474 


STEP 6: Follow the same steps for Column E as well and type #,##0,, 
"mills" under the custom section. 


Á A B € D F 
6 CUSTOMER REGION ORDER DATE SALES (ths) SALES (mill) 

7 © NORTH 13-0415 — 

8 Widget Corp NORTH 21-12-15 33,902 ths | затв | 
9 (0 ENT 150215 — 

10 Demo Company CENTRAL 28-06-15 139,435 ths | a39mils | 
n © SOUTH —— 220845 — 

12 Foo Bars WEST 31-12-15 118,179 ths | 118 mills | 
13 NORTH —— 13-04-15 — 

14 Fake Brothers SOUTH 28-06-15 83,359 ths | 83 mills | 
15 | © SOUTH О 1250145 — 

16 Demo, inc. SOUTH 22-08-15 93,555 ths | 94mills | 
17 (0 WEST 3112415 — 

18 Sample, inc NORTH 13-04-15 58,710 ths | S9mils | 


19 С NORTH 2112-15 — 
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The only difference between the two custom formats (Thousands & 
Millions) is that you have to put 1 comma for Thousands and 2 
commas for Millions. 


Using Placeholder Zero 0 & Decimal Point 
0.0, "K" 
0.0,, "M" 


Zero is used to display insignificant zeros when the number has 
fewer digits than the format represented using zero. 


For example, a custom format 0.00 will display the numbers: 

5 as 5.00 

8.5 as 8.50 

10.99 as 10.99 

Also, you can round off the number using a decimal point symbol. 


To get this formatting done, follow the steps below: 


Number Format - Thousands & Millions | 262 ) FORMAT & LAYOUT 
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STEP 1: Select Column D in the data below. 


4 A B C 
6 CUSTOMER REGION ORDER DATE 
7 NORTH 
8 Widget Corp NORTH 21-12-15 
9 O EAST 
10| Demo Company CENTRAL 28-06-15 
п SOUTH — 
12 Foo Bars WEST 31-12-15 
13 NORTH 
14 Fake Brothers SOUTH 28-06-15 
15 SOUTH 
16 Demo, inc. SOUTH 22-08-15 
17 WEST 
18 Sample, inc NORTH 13-04-15 
19 NORTH 
STEP 2: Right-Click and then Select Format 
A B с | р 
СОЅТОМЕК REGION ORDER DATE is 5 | 
NORTH 


— | 


Go to Table of Contents 


D 
SALES (ths) 


E 
SALES (mill) 


33,901,737 


139,434,582 


118,178,857 


83,359,270 


93,555,192 


58,710,474 


Cells. 


= | Е eres i 
Caibi «n A A$ % 9 8 — 
BIZQO-A-H-uW3d 


Widget Corp NORTH 21-12-15 annasman 
EAST X Cut | 
IB c 
Demo Company CENTRAL 1390432 B Copy 
sm 2S) 5 чонын 
Foo Bars WEST e 
NORTH — d 
Fake Brothers SOUTH кый 
Delete | 
i — 
E Cells... 
18 Sample, inc NORTH 
» owns <= ee | 
20 Allied Biscuit EAST Hide | 
n O som "XN 
22| Extensive Enterprise CENTRAL 46862481 
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STEP 3: In the Format Cells dialog box, Under Number Tab select 
Custom. 


Format Cells ? x 
Number Alignment Font Border Fill Protection 
Category: 
General Sample 
Number 
Сштепсу SALES (ths) 
Accounting Type: 
Date 
Time |General TTT 
Percentage ^ 
Fraction 0 
Scientific 0.00 
Text #,#20 
à $550.00 
#,##0_);[Red](#,##0) 
#,##0.00_);(#,##0.00) 
#,##0.00_);[Red](#,4#0,00) 
$#,##0_);(S#,##0) 
$#,##0_);[Red]($#,##0) 
$#,##0.00_);(S#,##0.00) Me 


STEP 4: In the Type area enter this format: 
0.0, "К" 


Then click OK. 


Format Cells ? x 
Number Alignment Font Border Fill Protection 
Category: 
General Sample 
Number 
Currency 
Accounting De: 
Time [XN 
Time 
Percentage enera A 
Fraction 0 
Scientific 0.00 
Text #220 
Special #,#20,00 
CE | |e 220), +40) 
#,##0_);[Red](#,##0) 
#,##0,00_);(#,4#0.00) 
#,##0,00_);[Red](#,##0.00) 
$#,##0_);(S#,##0) 
$#,##0_);[Red](S#,##0) 
$#,##0,00_);(S#,##0.00) M 
Delete 
Type the number format code, using one of the existing codes as a starting point. 
cane 


Number Format - Thousands & Millions. 264 ) FORMAT & LAYOUT 


Go back to Formatting and Layout Go to Table of Contents 


Follow the same process for formatting Numbers in Millions. 
STEP 5: In the Type area enter this format: 

0.0,, "M" 

Then click OK. 


г 


Format Cells ? x 
Number Alignment Font Border Fill Protection 
Category: 
General | Sample 
Number | 
Currency 
Accounting | June; 
Date 
Time | 
Percentage | 3 ^ 
Fraction 0 
Scientific 0.00 
Text к] 
#,##0.00 


| 

| 

#0 1,0) 

| | ###0;[Red](=,##0) 

| | #,##0.00_);(#,##0.00) 
#,##0.00_);[Red][#,##0.00) 
| | se 200 15e, ee 

| | $#,##0_);[Red]($#,##0) 

| $#,##0.00_);(S#,##0.00) w 


{__________________} Delete 


Type the number format code, using one of the existing codes as a starting point. 


cane 


Excel number format millions & thousands is now ready! 


A B с Е 
6 | CUSTOMER REGION ORDER DATE SALES (ths) 
7 | Асте, їпс. МОВТН 13-04-15 27181.0 K 
8 Widget Corp NORTH 21-12-15 33901.7 K 
9 | 123 Warehousing EAST 15-02-15 111610.1 K 
10 Demo Company CENTRAL 28-06-15 139434.6 K 
11| Smith and Co. SOUTH 22-08-15 77710.4 K 
12 | Foo Bars WEST 31-12-15 118178.9 K 
13| ABC Telecom NORTH 13-04-15 48208.1 K 
14| Fake Brothers SOUTH 28-06-15 83359.3 K 
15| QWERTY Logistics SOUTH 15-01-15 50358.9 K 
16 | Demo, inc. SOUTH 22-08-15 93555.2 K 
17| Sample Company WEST 31-12-15 145310.5 K 
18 Sample, inc NORTH 13-04-15 58710.5 K 
19 | Acme Corp NORTH 21-12-15 97078.3 K 
20| Allied Biscuit EAST 15-02-15 144888.0 K 
21 | Ankh-Sto Associates SOUTH 28-06-15 106298.3 K 


22| Extensive Enterprise CENTRAL 22-08-15 46862.5 K 
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One thing to note is that this will just format the way the number 
looks like on the Worksheet. The number stored in the cell remains 
the same! 


ROUND Function 


You can use the ROUND function to change the formatting and also 
change the number as well. 


In this method, you have to do three things: 
e Divide the number by 1000,000 
e Round off the decimal places 
e Use & sign to add text "M" 


In this example, you have the sales amount mentioned in Column D. 
Let's use the combination of division, round, and the & sign to get 
the formatting done. 


Using чот 
CUSTOMER ORDER DATE General Format 
Formula 


6 

7 | Acme, inc. NORTH 13-04-15 27180995 
8 | Widget Corp NORTH 21-12-15 33901737 
9| 323 Warehousing EAST 15-02-15 111610061 
10 | Demo Company CENTRAL 28-06-15 139434582 
1 | Smith and Co. SOUTH 22-08-15 77710378 
12 | Foo Bars WEST 31-12-15 118178857 
13 | ABC Telecom NORTH 13-04-15 48208050 
14 Fake Brothers SOUTH 28-06-15 83359270 
15 | QWERTY Logistics SOUTH 15-01-15 50358857 
16 | Demo, inc. SOUTH 22-08-15 93555192 
17| Sample Company WEST 31-12-15 145310509 
18 | Sample, inc NORTH 13-04-15 58710474 
19 | Acme Corp NORTH 21-12-15 97078321 
20 | Allied Biscuit EAST 15-02-15 144888038 
21, Ankh-Sto Associates SOUTH 28-06-15 106298344 
22| Extensive Enterprise CENTRAL 22-08-15 46862481 
23 | Galaxy Corp WEST 31-12-15 25846130 
24 Globo-Chem NORTH | 13-04-15 69856379 
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STEP 1: Select cell E7. 


Using Round 
Formula 


CUSTOMER General Format | 


Extensive Enterprise 


STEP 2: Start with the division. Type 
=D7/1000000. 


Using Round 


CUSTOMER General Format 
Formula 
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STEP 3: Add Round Function to this. 
=ROUND(D7/1000000,1). 


|E7 4 > fe | -ROUND(D7/1000000,1) 


Using Round 
Formula 


General Format | 


STEP 4: Add Text to this formula using & sign. 
-ROUND(D7/1000000,1)&" M". 


E7 ~| i | v fe |} -ROUND(D7/100000,1)&" м" 


Using Round 
Formula 
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STEP 5: Copy the formula down. 


D E 
Using Round 


B c 


A 


CUSTOMER REGION ORDER DATE General Format 
Formula 


Widget Corp 


Demo Company 


Foo Bars 


pa Fake Brothers 28-06-15 

5] awe BD 
16 Demo, inc. 22-08-15 

i| Sampl B 
18 Sample, inc 

19 . ку 
2 Allied Biscuit 15-02-15 


22| Extensive Enterprise CENTRAL 22-08-15 


E | O WT SRDS 
STEP 6: Copy the Column and the Press Alt + E + S to open the 
Paste Special Box and select Values. Then click OK. 


This will hard code the values and get rid of the formula! 


Paste Special ? x 
O All using Source theme 
С) All except borders 
© Column widths 
O Formulas and number formats 
© Comments and Notes O Values and number formats 
O Validation All merging conditional formats 
Operation 
(€) None © Multiply 
O Add O Divide 
С) Subtract 
C] Skip blanks L] Transpose 


[ o ]| ака | 
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The only difference between using Custom Format & Round 
Function is that: 


In Custom Format, only the formatting changes but the number 
stored remains the same. 


fe 27180995 


E7 M 
A B E D E 

6 CUSTOMER REGION | ORDER DATE SALES (ths) SALES (mill) 

7 Acme, inc. NORTH 13-04-15 27181.0 K 
8| Widget Corp NORTH 21-12-15 33901.7 K 33.9M 

9 123 Warehousing EAST 15-02-15 111610.1 K 111.6 M 
10| — Demo Company CENTRAL 28-06-15 139434.6 K 139.4 M 
11] Smith and Co. SOUTH 22-08-15 777104 К 777м 
H Foo Bars WEST 31-12-15 118178.9 K 118.2 M 
131 ABC Telecom NORTH 13-04-15 48208.1 K 48.2 M 


In Round Function, both the formatting and number changes. 


fe 27.2M 


A B E 


E7 т 


Using Round 


CUSTOMER 
Formula 


REGION ORDER DATE General Format | 


7 Acme, inc. NORTH 13-04-15 27180995 
| Widget Corp NORTH 21-12-15 33901737 33.9M 

9 123 Warehousing EAST 15-02-15 111610061 111.6M 

10| Demo Company CENTRAL 28-06-15 139434582 139.4M 

11 smith and Co. SOUTH 22-08-15 77710378 77.7M 

12 | Foo Bars WEST 31-12-15 118178857 118.2M 
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Printing Settings 


Printing in Excel is straightforward, but there are also multiple 
settings that you need to learn to maximize its capabilities in Excel. 


We will go over the following options: 
e Previewing the pages 


Print selection 


e Printing multiple copies 
e Setting the Orientation 
e Page Margins 


e Scaling 


STEP 1: We will be working with this table. Go to File > Print 


A B с D E F 
CUSTOMER | REGION | ORDERDATE | SALES | MONTH ' YEAR 


1 
2 Acme, inc. NORTH 1/15/2013 $26,884 January 2013 
3 Widget Corp SOUTH 2/14/2013 $46,174 February 2013 
4 | 123 Warehousing EAST 3/16/2013 $44,802 March 2013 
5 Demo Company WEST 4/15/2013 $49,049 April 2013 
6 Smith and Co. NORTH 5/15/2013 $80,369 May 2013 
7 Foo Bars SOUTH 6/14/2013 $53,522 June 2013 
8 ABC Telecom EAST 7/14/2013 $67,320 July 2013 
9 Fake Brothers WEST 8/13/2013 $66,663 August 2013 
10 Acme, inc. NORTH 9/12/2013 $58,146 September 2013 
11 Widget Corp SOUTH 10/12/2013 $83,288 October 2013 
12, 123 Warehousing EAST 11/11/2013 $22,024 November 2013 
13, Demo Company WEST 12/11/2013 $64,750 December 2013 
14 Smith and Co. NORTH 1/10/2014 $53,586 January 2014 
15 Foo Bars SOUTH 2/9/2014 $14,333 February 2014 
16 ABC Telecom EAST 3/11/2014 $29,570 March 2014 
17 Fake Brothers WEST 4/10/2014 $83,468 April 2014 
18 Acme, inc. NORTH 5/10/2014 $25,263 May 2014 
19 Widget Corp SOUTH 6/9/2014 $68,797 June 2014 
20, 123 Warehousing EAST 7/9/2014 $49,562 July 2014 
21, Demo Company WEST 8/8/2014 $13,964 August 2014 
Smith and Ca LI Tu anna €223 700 Cantamhar 2n4A 


ANAD 
CAEG Data @ 


You сап go through the pages at the bottom and see а preview of 
what will be printed out. Once you are ok with it, press Print. 
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Print 


Print 


Printer 


= OneNote (Desktop) 
Ready 


ES 
Settings 


Print Active Sheets Е 
Only print the active sheets 


Pages: | :| to | | 
= Collated 
123 123 123 


A 
Portrait Orientation ы 


[] Letter E 
8.5"x 11" 


Normal Margins Е 
Top: 0.75" Bottom: 0.75" Lef... 


DO | No Scaling E 
В 10 Print sheets at their actual size 


Page Setup 


STEP 2: Another way to print is by printing a selection. For 
example, we have these range of cells selected: 
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Go to File > Print. Under Settings select Print Selection. 


Print 


CUSTOMER ORDER DATE MONTH 


Printer e 


=> OneNote (Desktop) 
Ready 


v 


Printer Properties 


Settings 


imi Print Active Sheets 
= Only print the active sheets 


Print Entire Workbook 


Print the entire workbook 


Print Selected Table 
Only print the selected table 


Ignore Print Area 
| Е 
DODO | No Scaling - 
Dio Print sheets at their actual size 


Page Setup 


T 


1]|1 |of2 > 


You will be shown a preview that only our selected cells will be 
printed out. 


Print 


pr Copies |1 Е 
Print 
(— Ammo RTH 
: (0) 
Printer 
= OneNote (Desktop) " 
Ready 
Printer Properties 
Settings 
ЕН Print Selection E 
ЕЕН Only print the current selecti... 


Dana | -I ^1 


Printing Settings 
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STEP 3: You can also specify how many copies are printed out by 
changing the number of Copies. You can also set if it is Collated or 


Uncollated. 


Collated will print each set out completely, then onto the next set. 
While Uncollated prints all page 1s first, then followed by all page 2s 
and so on. 


Print 


= 
Print | CUSTOMER | =O REGION, | ORDER DATE | SALES |] MONTH | 
Acme, inc NORTH 115/213 $26854. 
SOUTH 2/14/13 545174 
EAST 2/16/13 азо: 
WEST 4/15/13 pm 
Printer 
=> OneNote (Desktop) - 
Ready 
Printer Properties 
Settings 


EH] Print Selection = 
Only print the current selecti... 
Pages: 


123 123 123 


Uncollated 


111 222 333 


ini Normal Margins - 
Top: 0.75" Bottom: 0.75" Lef... 
[3[] | No Scaling 
[) 10 Print sheets at their actual size - 
Page Setup 4|1 lof2 > (E fo} 
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STEP 4: For Orientation, you can switch between Portrait or 


Landscape orientation depending on your spacing and printing 
needs. 


Print 


Copies: | 1 


= 


Print 


Printer 


v 


= OneNote (Desktop) 
Ready 


Printer Properties 


Settings 


Ez Print Selection 
bd 
Only print the current selecti... 


P ^ 


to 


+ X 


— Collated 


123 123 123 


OO No Scaling B 
[100 Print sheets at their actual size 


Page Setup «|1 [ofi > fl fo} 
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STEP 5: You can also set the margins of your document by using 
the built-in options or specifying your own measurements. 


Print 


"NH 
= 
Print 
Printer Ж 
= Lt (Desktop) " 


Top: " Bottom: 1" 
Left 1" Right 1" 
Header: 0.5" Footer: 0.5" 


Narrow 

Top: 0.75" Bottom: 0.75" 
Left 0.25" Right: 0.25" 
Header: 0.3" Footer: 0.3" 


Custom Margins... 


DO Мо Scaling 8 
В 10 Print sheets at their actual size 


Page Setup « [1 ог > а 
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STEP 6: There are also scaling options if you want to fit more data 
into a page. For example, if we select Fit Sheet on One Page, then 
the entire table will be fit in that single page. | use this all the time! 


You can also choose to either shrink only all of the columns or all of 
the rows in a single page. 


Print 


Copies: | 1 


= 


Print 


Printer 


v 


= OneNote (Desktop) 
Ready 


Printer Properties 
Settings 


= 
No Scaling 
Print sheets at their actual size 


Fit Sheet on One Page 

Shrink the printout so that it fits 
ЕНЕСИ bt 

Fit All Columns on One Page 
Shrink the printout so that it is 
one page wide 

Fit All Rows on One Page 
Shrink the printout so that it is 
one page high 


Custom Scaling Options... 


Page Setup 411 lof1 > ini ( 
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Replace a Format with Another 
Format 


Imagine this, you have a table full of bold text. The bold text could 
also be all over your worksheet in random cells. 


Then you decide that the bold text does not suit your expected 
design and prefer red colored text instead. 


What would you do? 
Changing all of the formatting one by one would be a big pain! 


Thankfully, Excel allows you to replace formatting with another 
formatting! 


This is our initial Table: 


Unformatted SSN Formatted SSN 


123456789 123-45-6789 
478923744 478-92-3744 
980412833 980-41-2833 
491823821 491-82-3821 
239842394 239-84-2394 
123981293 123-98-1293 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Go to Home > Find & Select 


enera 


>. Cut 
LATE 
Paste Sel 


B I |i Ar == 9 Merge & Center ~ 


Clipboard г Font Ir] Alignment Ta Number Ir] Styles Editing 


- * Format Painter 


Then select the Replace option. 
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rO ge & xj 


& Find& Insert Delete Format 
wy Select» T M M 


P Find... 


- GoTo... 
Ц Go To Special... E 
Formulas | 
Comments Г 
Э Conditional Formatting 
Constants 
Data Validation 
[> Select Objects | 


Es Selection Pane... 
es JL ILC 21] 


STEP 2: Select Options. 


Go to Table of Contents 


Find and Replace 


Find Replace 


Find what: | 


Replace with: 


Replace All Replace Find All 


STEP 3: Select Format. We will set the format that we want to 


change. 


Find and Replace 


Find Replace 


Lookin: | Formulas vl 


| Replace All Replace | Find All | Find Next 


Find what: [v] [ No Format set | [E 


Replace with: bd No Format Set [й 
Within: | Sheet v | C Match case 

= L1 Match entire cell contents 
Search: | By Rows v | 


Format... ~ 


| Options << 


Close 


Replace a Format with Another Format ( 279 ) FORMAT & LAYOUT 


Go back to Formatting and Layout 


Go to Table of Contents 


Make sure Bold is selected. Click OK. 


— 


Find Format ? x 
Number Alignment Font Border Fill Protection 
Font: Font style: Size: 
Bold| 
"IP Cambria (Headings) Regular 8 ^ 
"Iv Calibri (Body) i 9 
El Adobe Arabic 10 
& Adobe Caslon Pro 11 
& Adobe Caslon Pro Bold 12 
ЈЕ Adobe Fan Heiti Std B М 14 м 
Underline: Color: 
м | Automatic м | 
Effects Preview 
[m] Strikethrough 
[m] Superscript AaBbCcYyZz 
C] Subscript 


Clear 


| Choose Format From Cell... | | Cancel 


STEP 4: Select the second Format. We will set the format that we 
want to be the final formatting. 


Find and Replace ? x 


Find Replace 


Find what: M No Format Set Format... v 
Replace with: Iv] [ Ne Format set | [Format]. 
Within: | Sheet м] О Match case 


P 731 [0 Match entire cell contents 
Search: | By Rows м) 


Lookin: | Formulas v | Options << 


Replace All | Вер!асе | Find All Close 
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Make sure the color Red is selected. Click OK. 


Number Alignment Font Border Fill Protection 


Eont: Font style: Size: 


"If Cambria (Headings) ^ Regular 8 
"Iv Calibri (Body) Italic 9 
i Bold 10 
Bold Italic 11 
B Adobe Caslon Pro Bold 


B Adobe Fan Heiti Std B М. 14 м 
Underline: Color: 
у | Automatic 
| Effects Bl Automatic 
[ш] Strikethrough Tse Gok 
[E] superscript E NHEHENEN — 
[Г] Subscript 


Standard Colors 


SREB EEE 
Recent Colors 
El 


&* Моге 5 
Choose Format From Cell... Е] | Cancel 


STEP 5: Click Replace All and see the magic happen! 


Find and Replace ? x 


Find Replace 


Find what: 
Replace with: 
Within: | Sheet м) О Match case 
= П Match entire cell contents 
Search: | By Rows м | 
Lookin: |Formulas [~] Options << 


Replace All Replace Find All Find Next Close 


The formatting is now replaced with the color Red! 


Unformatted SSN Formatted SSN 


| 123456789 123-45-6789 
478923744 478-92-3744 
| 980412833 980-41-2833 
491823821 491-82-3821 
| 239842394 239-84-2394 
123981293 123-98-1293 
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Text to Columns - Emails 


If you have a data set with text consisting of names and email 
addresses that are wrapped inside a parenthesis, like: 


John (john@email.com) 


..then you can use the Text to Columns feature in Excel to take out 
the email addresses and put them in a separate column. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Let us add a new column for us to place the Email addresses 
in. 

Right-click on the Year Column header. Go to Insert > Table 
Columns to the Left 


Make sure to rename the new column header to Email. 


A B [s D ELF G | 4H 
% Cut 

ML m. Ев Copy 
‚ Text to Columns = Date: on. 
3 à 
3 Name & Email 
4 Mar-15 John (john email.com) 
5 Jun-15 Paul (paul@email.com) 
6 May-15 Peter (peter@email.com) 
7 Aug-15 Leyre (leyre@email.com) | 
8 Мау-15 Mikel (mikel@email.com) 2015 m S= E 
9 Dec-15 Effie (effie@email.com) 2015 Sort , 
10 Feb-15 Jim (jim@email.com) 2015 tier ' 
11 Маг-15 George (george@email.com) 2015 E =e Table/Range.. 
12 Aug-15 Tina (tina@email.com) ШШ +7 Insert Comment 
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STEP 2: Now we have a blank Email column. Select the values of 
the Name & Email column. 


urces | ЁЗ Queries & Connectio а | [27 Flash Fill B-a Consolidate 
А [2 . 2% |A|Z] | Ee ” п. 

onnections E] Properties E is Reappl кр ЕВ Remove Duplicates ©% Relationships 
efresh zJ Sort Filter Textto 1 
All~ led Edit Links 5 Ye Advanced Columns Ex Data Validation ~ f Manage Data Model A 

Queries & Connections | Sort & Filter Data Tools 
STEP 4: Click Next. 
Convert Text to Columns Wizard - Step 1 of 3 ? x 


The Text Wizard has determined that your data is Delimited. 
If this is correct, choose Next, or choose the data type that best describes your data, 


Original data type 
Choose the file type that best describes your data: 
©: di - Characters such as commas or tabs separate each field. 


© Fixed width - Fields are aligned in columns with spaces between each field. 


Preview of selected data: 


[а onn (john@email.com) ^ 
[5 Paul (рац1@етаі1 .сот) 
[є Peter (реъег@етаі1 . сот) 
7|Leyre (leyreGemail.com) 
ikel (mikel@email .сот) м 


| Care | | <Back Finish 
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We want to split the Name & Email value by the open parenthesis ( 
To do this select Other and enter the open parenthesis in the box: 


( 
Then click Next. 


Convert Text to Columns Wizard - Step 2 of 3 ? X 


This screen lets you set the delimiters your data contains. You can see how your text is affected 
in the preview below. 


Delimiters 

Tab 

L] Semicolon C] Treat consecutive delimiters as one 
Comma 

He Text qualifier: |“ м 

[О space 


Data preview 


john@email.com) a 
aul@email . сот) 


етег@етаі1 . сот) 


еугейетаі1 .сот) 
ikelgemail.com) м 


Cancel < Back Next > Finish 


The preview of the conversion looks good. Click Finish. 


Convert Text to Columns Wizard - Step 3 of 3 ? x 


This screen lets you select each column and set the Data Format. 
Column data format 


(€) General Д 

‘General’ converts numeric values to numbers, date values 
Оте to dates, and all remaining values to text. 
О Date: | MDY V Advanced... 


Ө! Do not import column (skip) 


Destination: $654 


> 


Data preview 


ohn@email - com) 
рац1@етаі1 . сот) 
ретег@етаі1 . сот) 
Пеуге@етаі1 . сот) 
ті ке1 @етаі1 . сот) 
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Click OK. 


Microsoft Excel x 


A There's already data here. Do you want to replace it? 


STEP 5: Now we have the Email column populated. The last step is 
to remove the ) at the end. Select the values of the Email column. 


| Tina 


STEP 6: Let us do a replacement of the values. Press CTRL + H. 


Place ) in the Find what and click Replace All. This will replace 
the ) with a blank value, resulting in it getting completely removed. 


Find and Replace ? x 
Find Replace 
Find what: ) 
Replace with: 
Options >> 
| Replace All | | Replace Find All | Close 
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Now we have our names and emails separated! 


Name & Email 
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Text to Columns: Split Names 


There are times when you receive a data set of employee full names 
in one column and you want to separate the full name into first 
name and surname in separate columns. 


One way is to use the Power Query method, which is great if you 
have lots of data that gets added each day, week or month and 
simply want to Refresh your Query to get the output needed each 
time. 


If you want to quickly split a cell's full name into separate columns 
on an ad-hoc basis, then the Text to Columns is the way to go. 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


STEP 1: Highlight your column's data that has the full names 


FULL NAME 


Yvonne Vaughan 


Cameron Gray 


Nicola Gill 
Felicity Hardacre 
Jan Taylor 
Yvonne Gill 
Bernadette Duncan 
Benjamin Hughes 
Austin Clarkson 
lan Smith 


STEP 2: Go to Data » Text to Columns 


DATA REVIEW VIEW RC DEVELOPER 


ections ^V 
2% |A[7 ^ ES 
ral Sort Filter ext to 


Y» Advanced 
15 Sort & Filter 


Columns 
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STEP 3: In Step 1 of 3 you need to select the Delimited button and 
press Next 


Convert Text to Columns Wizard - Step 1 of 3 ? x 


The Text Wizard has determined that your data is Delimited. 
| If this is correct, choose Next, or choose the data type that best describes your data. 
| Original data type 
0 e that best describes your data: 
- Characters such as commas or tabs separate each field. 


() Fixed width -Fields are aligned in columns with spaces between each field. 


Preview of selected data: 


Yvonne Vaughan 
ameron Gray 
[a Nicola Gill 
Fl: elicity Hardacre 


Cancel d Finish 


STEP 4: In Step 2 of 3, you need to "check" the Tab and Space 


boxes and press Next (since we are splitting the full name at each 
space) 


Convert Text to Columns Wizard - Step 2 of 3 ? X 


| This screen lets you set the delimiters your data contains. You can see how your text is affected 
| in the preview below. 
Delimiters 
| {M Tab 
O Semicolon Treat consecutive delimiters as one 
Comma 
Lic Text qualifier ' v 


Bi Other: 


Data preview 


Cancel < Back 


Finish 
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STEP 5: In Step 3 of 3 you need to press the Finish button 


Convert Text to Columns Wizard - Step 3 of 3 ? x 
This screen lets you select each column and set the Data Format. 
Column data format 


@ General 


O Text 


‘General’ converts numeric values to numbers, date values 
С) Date: | DMY 


to dates, and all remaining values to text. 


v 


Advanced... 
Q Do not import column (skip) 


Destination: |SBS5 


Data preview 


Cancel « Back 


This will split the column into two columns, separating the first from 


the second name. You can go ahead and change the column 
headings to get the following result: 


FIRST NAME SURNAME 
Yvonne Vaughan 
Cameron Gray 
Nicola Gill 
Felicity Hardacre 
Jan Taylor 
Yvonne Gill 
Bernadette Duncan 
Benjamin Hughes 
Austin Clarkson 
lan Smith 
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Turn Text Dates To Excel Dates 


Whenever you import data from your company's server, ERP system 
or any other source for that matter, the Dates usually come ina 
TEXT format. 


| will show you a cool trick where you can turn the TEXT Date to an 
Excel Date that Excel can read and work with. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Let's confirm that the Dates are in TEXT format by including 
the ISTEXT function. 


A TRUE means that it is a TEXT format: 


| 20-Оес-15 20 | -ISTEXIT(^5) 
i—i — а 
| 


21-Dec-15 21 ISTEXT (value) 
[ 22-Dec-15 22 | TRUE 
"93. Dec-15 23 | TRUE 
[ 24-Dec-15 24 TRUE 
Т 25Dec15 24 | TRUE 
Г 26Deci5 26 | TRUE 
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STEP 2: Now that we know that our Dates are in TEXT format, we 
can highlight the whole Dates column 


STEP 3: Go to Data > Text to Columns > Finish 


Convert Text to Columns Wizard - Step 1 of 3 


31-Dec-15 
1-lan-16 
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This will turn the TEXT Date into an Excel Date! How quick was that? 


ba 


20/12/2015 20 
21-Dec-15 21 
| 22-Dec-15 22 
23-Dec-15 23 
24-Dec-15 24 
25-Dec-15 24 
|. 26-Оес-15 26 
| 27-Dec-15 28 
| 28-0ес-15 29 
29-Dec-15 30 
30-Dec-15 32 


FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
FALSE 
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Turn Text To Values With Paste 
Special 


Many times, you would have received data from your IT system 
which is formatted wrong! Well a gazillion times if you work in a big 
corporate! 


When you try and sum the values you get a count rather than a sum. 
That is because Excel reads the data as text rather than a value. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


You can press F2 in the cell to see why it is in text format. 


An apostrophe ' before the number converts values to text, as you 
can see below: 


SALES $ 


| 113041. | 


152484.3 


Fr 


1105964.1 


Ld 


160671.6 
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You can also use the ISTEXT function to confirm a cell’s format: 


fx | =ISTEXT(CS) 


C D 


13941.3 | TRUE | 


Now you can easily convert the text into values by using the Paste 
Special > Values > Multiply combination. Here is how... 


STEP 1: Enter the number 1 in an empty cell 


sass cc 


| 39413 TRUE 
, 1524843 TRUE 

105964.1 TRUE 
f 60671.6 TRUE 
[ 2971.1 TRUE 
í 47210.9 TRUE 
f 106607.6 TRUE 
[ 23974.5 TRUE 
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STEP 2: Copy that cell 


ste Options: 
OCA Ce (es Be Ca. 
Paste Special... > 
ЈО Smart Lookup 
Insert Copied Cells... 
Delete... 
Clear Contents 
2] Quick Analysis 
Filter А 
Sort А 
E Get Data from Table/Range... 
* Insert Comment 
Format Cells... 


Pick From Drop-down List... 


Define Name... Р 


& Link 


STEP 3: Select the data range, Right Click and select Paste Special 


% Cut 


Е Ea Copy ж 
SALES $ | Paste Options: І 


3941.3 
152484.3 
105964.1 Insert Copied Cells... 
Delete... 
60671.6 Clear Contents 
2951 БАЕ 
=] Quick Analysis 
47210.9 — Filter > 
106607.6 ET à 


d Get Data from Table/Range... 
23974.5 tJ Insert Comment 
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STEP 4: Select Values & Multiply and press OK 


Paste Special ? x 
Paste 
Oal O All using Source theme 
O Formulas O All except borders 
@ Values ium (O Column widths 
O Formats С) Formulas and number formats 
(O Comments С) Values and number formats 
Q Validation All merging conditional formats 
Operation 
O None 
O Add 
O Subtract 
C] Skip blanks C transpose 
ci 


Your data will be transformed into values: 


SALES $ 


| 3941.3 | 


52484.3 
105964.1 
60671.6 
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Unhide Columns in Excel 


We normally use "helper columns" to do calculations in our Excel 
worksheet. These "helper columns" are for our own internal use and 
we uSually hide these columns so no one else can see them, like our 
boss! 


But once we are done with presenting our Excel worksheet to our 
boss, we can unhide these Excel columns very easily! 


For our example, Columns B and C are hidden: 


A D 


CUSTOMER 


-— 


2| LONG ISLANDS INC 

3 LONG ISLANDS INC 

- LONG ISLANDS INC F COLUMNS B 
5 LONG ISLANDS INC AND C ARE 
6 | LONG ISLANDS INC HIDDEN 

7 LONG ISLANDS INC 

8 LONG ISLANDS INC AMERICAS 

9 LONG ISLANDS INC AMERICAS 

10 LONG ISLANDS INC AMERICAS 

11 LONG ISLANDS INC AMERICAS 

12 LONG ISLANDS INC AMERICAS 

13 LONG ISLANDS INC AMERICAS 
14| LONG ISLANDS INC AMERICAS 

15 LONG ISI ANDS INC AMERICAS 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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Select the columns that is both on the left and right of the 
hidden columns. 


For our example, since our hidden columns are B and C, then we 
need to highlight columns A (left of B) and D (right of C). 


Right-click and select Unhide: 


Al d - & Es CF-S: 


Cut 


am 9< 


Paste Options: 
ям 


А 
Paste Special... 


| 
Сору | 
| 
| 


Insert | 

Delete 

Clear Contents | 
8] Format Cells... 
Column Width... 


Unhide Columns in Excel ( 298 ) FORMAT & LAYOUT 


Go to Table of Contents 
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Add Leading Zeros in Excel 


Many times you may have faced a situation where you need to adda 
leading zero in Excel. 


This tutorial will help you do exactly that! Do you have a lot of 
numbers with an uneven number of digits in your Excel list? 


Do you want to make them uniform by adding leading zeros to 
them? 


When adding zip codes, security numbers, or employee IDs in 
Excel, you may have seen that Excel removes any leading zeros in 
the cell. For example, if you type "007845" in Excel it will 
immediately turn it into "7845". 


This is because Excel automatically treats these values as 
numbers and tosses the leading zeros out. 


There are various ways to add a leading zero in Excel. Let's look at 
those options one by one. 


Make sure to download the exercise workbook to follow along and 
learn how to add a leading zero in Excel. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Change format to Text 


Since the reason why the zeros are tossed out is that Excel treats 
these values as numbers. The best option to add a leading zero in 
Excel would be to just change the format to the cell from "Number" 
to "Text". 
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To change the cell format to text, follow the steps below: 


STEP 1: Select the cell in which you want to add prefix "О". 


STEP 2: Go to the Home tab » Number Group. 


File Home Insert Page Layout Formulas Data Review View Help 


i i i ijy E 


== з= E Merge& Center ~ | $~% 9 SH 200 


[ з А Calibri Јо -ES 


Clipboard Font Гы Alignment Гы Number fy 


STEP 3: From the dropdown select "Text". 


| E E | 
E EB» d 


E Accounting 
$E 51.00 


Short Date 
01-01-00 PL 


m 
[-] и 900 9r 
© 


Time 
12:00:00 AM 


A Percentage 
O 100.00% 


ГА "aaa 


2 Scientific 
1 0 1.00Е+00 


More Number Formats... 
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Now when you add the zeros in front of the number, the zeros will 
remain intact. 


1 00001 
12 E 00012 
123 ý 00123 
1234 T 01234 
12345 12345 


You might notice a small yellow triangle on that cell. It is simply 
indicated that you have stored a number as a text format. 


1 00001 | 
12 00012 
123 T 00123 
1234 4 01234 
12345 12345 


To remove that message, click on the triangle, and select "Ignore 
Error". 


1 00001 


12 Number Stored as Text 
123 Convert to Number 
as Hel this E 
12345 elp on this Error 


Ignore Error 


Edit in Formula Bar 


Error Checking Options... 
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Add an apostrophe ' 


You can simply add an apostrophe ' in front of the number which 
will convert it to text. So, you can type '000001 instead of just 
000001. This way, the number will be shown as you want it to 
without having to change the format. 


c9 z fx '000001 
A B C [ 

6 

7 

1 | 000001 | 

10 12 000012 
11 123 000123 
12 1234 001234 
13 12345 012345 


You can see in the formula bar that an apostrophe is added as a 
prefix to the number. 


Use the TEXT formula 


Even though the above options get the work done, it's a pain to add 
zeros in front of them one by one! 


Follow the steps below to understand how to add a leading zero 
with one single formula! 
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STEP 1: We need to enter the TEXT function in a blank cell: 


=ТЕХТ( 

] В C D 
8 
9 1 =TEXT( | 
10 12 TEXT (walue, format text) 
11 123 
12 | 1234 
13, 12345 


STEP 2: The TEXT arguments: 


value 


What is the value that you want to add a leading zero in Excel 
on? 


=TEXT(B9, 
B С р 
8 
P 
9 1 | =ТЕХТ(В9Ј | 
10 12 ТЕХТ (value, format text) 
11 123 
12 1234 
13 12345 
14 


format_text 
How many leading zeros do you need? 


If we want our number to be 6 digits long, then type in 6 zeros: 
"000000" 


=TEXT(B9, "000000" 
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Apply the same formula to the rest of the cells by dragging the 
lower right corner downwards. Your leading zeros are now ready! 


You should keep in mind that all of these methods add a leading 
zero in Excel by actually converting the cell format to text. 


These methods will add the zeros in front of the numbers but the 
resulting value will be a text string, not a number. 


You will not be able to use them to do any calculations or use them 
in numeric formulas. 


This brings us to the last method to add leading zeros in Excel - 
Using a Custom Format. 
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Using a Custom Format 


You can add leading zeros in Excel by using a custom format. This 
will only change the display and not the value of the cell. The value 
in the cell will still be a number but the display will contain leading 
zeros. 


Let's see how it can be done! 


STEP 1: Select the column in which you want to add leading zeros 


1 
12 
1234 
NEM C NEN 


STEP 2: Press Ctrl +1 to open the Format Cells dialog box 


Format Cells ? x 
ег! Alignment Font Border Fill Protection 
Category: 
Sample 
Number 1 
Currency 
Accounting General format cells have no specific number format. 


Date 

Time 
Percentage 
Fraction 
Scientific 
Text 
Special 
Custom 


I 
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STEP 3: Select Custom and fill the type with 000000. Click OK. 


Format Cells ? x 

Number Alignment Font Border Fill Protection 
Category: 

General Sample 

Number 000001 

Currency 

Accounting De: 

Date 

Time 

Percentage епега ^ 
Fraction 0 

Scientific 0.00 

Text #,##0 


#,##0,00 
[ Custom | #,##0_);(F,4#0) 
#,##0_);[Red]|(#,##0) 


#,##0.00_);(#,##0.00) 

#,##0.00_);[Red](*,##0.00) 

$#,##0_):(S#,##0) 

$#,##0_); [Re d] (S#,##0) 

$#,##0.00_);(S#,##0.00) v 


Delete 


Type the number format code, using one of the existing codes as a starting point. 


cane 


Leading zeros will be added to all the numbers. If you select a cell 
containing these numbers and look at the formula bar, you will see 
that the underlying value in the formula bar remains unchanged. 


C11 x fe 123 


1 М 
2 = 
— 
· Excel 
а err 
E 
6 
7 
в © Number Added Leading Zeros 
9 1 000001 
10 12 000012 
11 123 | 000123 ] 
12 1234 001234 
13 12345 012345 


Now all 6 digits are displayed and the leading zeros will be added to 
numbers containing less than 6 digits. Also, the value will still be a 
number and will not be converted to a text string. 
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Charts: In-Cell Bar Charts with the 
REPT Function 


When you are creating an Excel Dashboard and are limited by space 
and do not want to insert a chart, you can easily create an in-cell bar 
chart using the REPT (repeat) function. 


The REPT function uses the vertical bar character | as the first 
argument: text and references the value cell for the second 
argument: number_times 


So it enters the vertical bar character by the number of times of the 
value cell, looking something like this: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Enter the REPT function in a column next to your values 
=REPT 


STEP 2: Enter the vertical bar keyboard character in the first 
argument 


=REPT("|") 
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PrtSc PauSe 
SysRq Break 


Enter -—2À 


STEP 3: Reference the value cell for the second argument 
=REPT("|", B6) 


STEP 4: Highlight the formula column and insert the Stencil font 
from the Home menu and choose a font color 


STEP 5: If your value cells are high, the bar will go out of your 
screen. To fix this, you need to enter a divisor in the second 
argument of your formula which will reduce the length 


=REPT("|", B6/5) 


SALES CHART 


MONTH 


January 


February 
March 
April 
May 


BE ÉÉEÓLE 
June $213 [ШЕШШ 
July $345 [ee 
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Check Your Math with F9 


If you are ever writing a big formula and it doesn’t give you the 
result that you are after, you can use the F9 shortcut to check the 
result of each part of your formula. 


Our formula calculates the Average of Sales, let us check out if the 
calculation came out as intended! 


D14 М fe | -SUM(Table1[SALES])/COUNT(Table1[SALES]) 

A B C D E F G 
_ : : - 2 : = 
5 | Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
6. Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
T 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
8 Demo Company WEST 5/14/2014 $56,539 May 2014 
9 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
10 Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
11| ABC Telecom EAST 8/22/2015 $57,650 August 2015 
12 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
13 
14 | Average| $64,296 | 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Check Your Math with F9 ( 310 ) FORMULA TIPS 


Go back to Formula Tips Go to Table of Contents 


STEP 1: Edit the cell containing your formula by double clicking on it 
or pressing the F2 shortcut 


| А B E | D E F ( 


4 
5 | Асте, іпс. NORTH 4/13/2014 $55,815 April 2014 
© | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
7 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
8 | Demo Company WEST 5/14/2014 $56,539 May 2014 
2] Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
10 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
11 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
13 

14| =SUM(Table1[SALES])/COUNT(Table1[SALES]}| 

45 


4 A B € E Е 
4 | = E - X 
5 | Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
6 | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
7 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
8 | Demo Company WEST 5/14/2014 $56,539 May 2014 
9 | Smith and Со. NORTH 6/28/2015 $63,116 June 2015 
10 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
11 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
13 
14 -SUM(Table1[SALES]/COUNT(Table1[SALES]) 

15 
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STEP 3: Press F9. This will show the result of the SUM formula. 


A B c E F C 
4 | xi = | = = 
t Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
6 | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
7 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
8 Demo Company WEST 5/14/2014 $56,539 May 2014 
9 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
10 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
11 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
13 
14| =514364/COUNT(Table1[SALES]) __ 
15 


You can see that the total is 514,364. Now press CTRL+Z to revert 
to the original Formula 


STEP 4: Let us highlight the second half of the formula. 


A B С Е E с 
4 | т 7 Y M 
5 Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
6 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
7 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
8 | Demo Company WEST 5/14/2014 $56,539 May 2014 
9 | Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
10. Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
11| АВСТеіесот EAST 8/22/2015 $57,650 August 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
13 
14 =SUM(Table1[SALES])/COUNT(Table1[SALES]) 
4 
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STEP 5: Press F9. This will show the result of the COUNT formula. 


A B ic E Е 
4 E +” X - 
5 Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
6 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
7 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
8 Demo Company WEST 5/14/2014 $56,539 May 2014 
9 | Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
10 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
11 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
13 
14 | -SUM(Table1[SALES])/8] 


You can see that the count is 8. Now press CTRL+Z to revert to the 
original Formula 


You can use this technique to quickly check any part of a 
complicated formula that needs auditing! 
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Create a Named Range in Excel 


Whenever I work with spreadsheets, there's no escaping the fact that 
| have to work with a lot of ranges. 


Some of these ranges | have to reuse time and time again to create 
different calculations! 


Good thing there are Named Ranges in Excel! 


By using a Named Range, you can make your formulas much easier 
to understand and maintain. 


You can define a name for a cell range, function, constant, or 
table. 


Let us work with the following table below. We want to populate the 
Euro Amounts and the Sum of the USD columns: 


A B c D 

3 USDAmount Exchange Rate to Euro EURO Amount ^ SumofUSD - 
9 $150.00 0.86 

10 $200.00 

11 $300.00 

12 $450.00 

13 $500.00 


Let us go over how to do this in the tutorial below: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Create a Named Range in Excel ( 314 ) FORMULA TIPS 
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STEP 1: Let us create our first Named Range. 


Highlight the USD Amounts and type in the Name Box a name: 
Amounts 


Make sure that there are no spaces. Press Enter. 


Let us do the same to our Euro Exchange Rate. Highlight the 
exchange rate, and type in the Name Box a name: EuroRate 


Press Enter. 


EuroRate| fe | 0.86 


B C D 
8 
9 $150.00 0.86 ! 
10 | $200.00 
11 | $300.00 
12 $450.00 
13 | $500.00 


STEP 2: Let us see our Named Ranges in action! 
To calculate the Euro Amount column, type in: =A9 * EuroRate. 
This will use our EuroRate Named Range! 


A B C D 
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Drag your formula below to the rest of the column to get the 
amounts calculated: 


STEP 3: To calculate the sum of the Sum of USD column, type in: 
=SUM(Amounts). 


This will use our Amounts Named Range! 


Á А B C | D 


And now you have your total! 


4 А B C | D 
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STEP 4: If you want to check all the Named Ranges you created, go 
to Formulas > Defined Names > Name Manager 


Developer Add-ins Power Piv 


File Home Insert Page Layout Formulas 


К x в Е а I oo = REM 
_ И - fe. Sf. Use in Formula ~ с 
Insert — AutoSum Recently Financial Logical Text Date & Lookup & Math& Моге Name : 
unction M Used ~ M M ~ Timer Reference* Trig” Functions" Manager É Create from Selection | 
Function Library Defined Names 


You can edit your Named Ranges in here or delete them as well. 


x 


Name Manager ? x 


New. || Edit. Delete | Filter" 


Refers To Scope Comment 


-Analysis!$A 


=Analysis!SBS9 Workbo 


Refers to: Я 
Ж | -anaysissass:sasis E 
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Evaluate Formulas Step By Step in 
Excel 


This is one of the coolest tricks | have seen in Excel, as there are 
countless times where | had a hard time understanding formulas. 
Especially long and complex ones! 


Excel provides the way to evaluate your formula, and break it down 
step by step so that you can understand it! 


Let us take the formulas I've created below in the IS THE VALUE IN 
BETWEEN column. We will see how this formula is resolved ina 
series of steps: 


START OF END OF VALUE TO BE IS THE VALUE IN 


FORMULA 
RANGE RANGE EVALUATED BETWEEN? 


Yes -IF(C7-MEDIAN(A7:C7), "Yes", "No") 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: You can see our formula uses both the If formula and the 
Median formula. 


The goal of this formula is to evaluate if a value (VALUE TO BE 
EVALUATED) is in between the range (START OF RANGE to VALUE 
TO BE EVALUATED) 


For example: Is 50 the median of the range 20; 60; 50? 
=IF(C7=MEDIAN(A7:C7), "Yes", "Мо") 


To start understanding our formula, highlight the formula, then go 
to Formulas > Evaluate Formula: 
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Home Insert Page Layout Data Review View Developer Power Pivot Q Tell me what you want to do 


— c = = P [ 
fx > Ж ІБ Il [А| | Q m ES = sz] Define Name = Trace Precedents [| Show Formulas 
Е A Я AU pet Trace Dependents “ Error Checking ~ 
Insert — AutoSum Recently Financial Logical Text Date & Lookup & Math& Моге Name "s я 
Function E Used - T M ~  Time- Reference- Trig Functions" Manager Ёз Create from Selection IS Remove Arro (&) Evaluate Formula 
Function Library Defined Names Formula Auditing 
D7 M Kk =IF(C7=MEDIAN(A7:C7), "Yes", "No") 


START OF END OF VALUE TO BE IS THE VALUE IN FORMULA 
RANGE RANGE EVALUATED BETWEEN? 


-IF(C7-MEDIAN(A7:C7), "Yes", "No") 


=IF(C8=MEDIAN(A8:C8), "Yes", "No") 


STEP 2: Our formula is now shown on screen, and the part that is 
underlined is the one to be evaluated first. Click Evaluate. 


END OF VALUE TO BE IS THE VALUE IN 
RANGE EVALUATED BETWEEN? 


START OF 
RANGE 


FORMULA 


-IF(C7-MEDIAN(A7:C7), "Yes", "No") 


N(A8:C8), "Yes", "No") 


a |10| Evaluate Formula ? x 


Evaluation: 
IF(C7- MEDIAN(A7:CT), "Yes", *No*) 


Reference: 
FORMULA!$D$7 = 


To show the result of the underlined expression, click Evaluate. The most recent result 
appears italicized. 


Step In Step Gut Close 


STEP 3: C7 has been evaluated to 50. Click Evaluate. 


„з 
x 


Evaluate Formula 


Reference: Evaluation: 
FORMULA!SD$7 = {IF(50=MEDIAN(A7:C7), "Yes", Мо”) 


To show the result of the underlined expression, click Evaluate. The most recent result 
appears italicized. 


ut 
m 


тер in Step Gut Close | 
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STEP 4: The median of the values from A7 to C7 (20, 60, 50) is 
evaluated as 50. Click Evaluate. 


Evaluate Formula ? x 
Reference: Evaluation: 
FORMULA!SD$7 = |IF(S0=50, Yes", "No 


To show the result of the underlined expression, click Evaluate. The most recent result 
appears italicized. 


Close 


STEP 5: Is 50 equal to 50? 


Excel has evaluated it to TRUE. Click Evaluate. 


Evaluate Formula ? x 
Reference: Evaluation: 
FORMULA!$D$7 = |IF(TRUE, "Yes", “No” 


To show the result of the underlined expression, click Evaluate. The most recent result 
appears italicized. 


Close 
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STEP 6: Since the If formula received a TRUE, Excel evaluated it as 
a Yes. We have seen how the formula gave us the result in a few 
easy steps! 


Evaluate Formula ? x 
Reference: Evaluation: 
FORMULA!SD$7 = [vec 


To show the result of the underlined expression, click Evaluate. The most recent result 
appears italicized. 


Close 
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Fill Down Formulas 


If you have a formula that you want to copy down your table quickly, 
you can do it the slow way by dragging down the bottom right-hand 
corner of the cell, or the quick way, which is to double click the 
bottom right-hand corner of the cell. 


As long as there is data to the left-hand side of the formula that 
you want to copy downwards, this trick will work! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Type in your Excel Formula 


A B Cc D E F G 
Ў. 
8 Асте, іпс. NORTH Sunday, April 13, 2014 | $55,815 | April 2014 |=D8/10 
9 | Widget Corp SOUTH Sunday, December 21, 2014 $94,908 December 2014 
10| 123 Warehousing EAST Saturday, February 15, 2014 $57,088 February 2014 
11, Demo Company WEST Wednesday, May 14, 2014 $56,539 May 2014 
12 Smith and Co. NORTH Sunday, June 28, 2015 $63,116 June 2015 
13 | Foo Bars SOUTH Thursday, January 15, 2015 $38,281 January 2015 
14 | ABC Telecom EAST Saturday, August 22, 2015 $57,650 August 2015 
15 | Fake Brothers WEST Thursday, December 31, 2015 $90,967 December 2015 


STEP 2: Double click on the lower right corner of the cell to apply 
the same formula to the rest of the column 


A B С D E F G 

7 

8 Acme, inc. NORTH Sunday, April 13, 2014 $55,815 April 2014 $5,582 | 
9 Widget Corp SOUTH Sunday, December 21, 2014 $94,908 December 2014 

10| 123 Warehousing EAST Saturday, February 15, 2014 $57,088 February 2014 

11 Demo Company WEST Wednesday, May 14, 2014 $56,539 May 2014 

12 | Smith and Co. NORTH Sunday, June 28, 2015 $63,116 June 2015 

13 Foo Bars SOUTH Thursday, January 15, 2015 $38,281 January 2015 

14 ABC Telecom EAST Saturday, August 22, 2015 $57,650 August 2015 

15 Fake Brothers WEST Thursday, December 31, 2015 $90,967 December 2015 
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The same Excel formula is applied to the entire column in a flash! 


Acme, inc. NORTH Sunday, April 13, 2014 $55,815 April 2014 $5,582 
3 Widget Corp SOUTH Sunday, December 21, 2014 $94,908 December 2014 $9,491 
10| 123 Warehousing EAST Saturday, February 15, 2014 $57,088 February 2014 $5,709 
11] Demo Company WEST Wednesday, May 14, 2014 $56,539 May 2014 $5,654 
12 Smith апа Co. NORTH Sunday, June 28, 2015 $63,116 June 2015 $6,312 
13 Foo Bars SOUTH Thursday, January 15, 2015 $38,281 January 2015 $3,828 
14 АВС Те!есот EAST Saturday, August 22, 2015 $57,650 August 2015 $5,765 
15 Fake Brothers WEST Thursday, December 31, 2015 $90,967 December 2015 $9,097 | 
16 &J 
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Find the Best Formula 


This is one of the coolest tricks | have seen in Excel, as there are 
countless times where I had a hard time finding the right Excel 
formula for my task! 


The best part is with this trick, there is no need for you to memorize 
Excel formulas. 


Let us say we have this horizontal table that we want to search for 


values: 


Price $ 150.00 | $ 185.00 |5 245.00 
Cost $ 85.00 |5 95.00 |5 90.00 


Неге is our main target: How do we lookup and return the price of 
a television? 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Find the Best Formula | 324 ) FORMULA TIPS 


Go to Table of Contents 


Go back to Formula Tips 


STEP 1: Let us look for that perfect formula! Go to Formulas > 
Insert Function 


Н ө: + 


Ноте Insert Page Layout Review 


d fm а mE 


Insert oSum Recently Financial Logical Text Date & Lookup & Math& Моге j 
Function z Used ~ T 3 v  Time- Referencey Trigy Functions | M 
Function Library 
D12 E fæ 


Stock List Television |Laptop Tablet 


9 Price 5 150.00 | $ 185.00 | $ 245.00 
10 Cost 5 85.00|$ 95.00 |5 90.00 


What is the price of a television? | ] 


STEP 2: Let us type in lookup as that is what we want to do. Click 
Go and we will see a couple of formulas. 


You can also see a description of each formula and HLOOKUP is 
perfect for the job! Select that and click OK. 


Insert Function 


Search for a function: 


lookup | 


Or select a category: Recommended 


Select a function: 


HLOOKUP(lookup_value,table_array,row_index_num,range_lookup) 
Looks for a value in the top row of a table or array of values and returns the 
value in the same column from a row you specify. 


Help on this function | Cancel 
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STEP 3: Now this is the fun part, Excel explains each argument to us 
on how to properly utilize the formula. There is also a description 
on each argument as you click through each one. 


Function Arguments ? x 


HLOOKUP 
Lookup_value 


= any 
= number 


Table_array 
Row_index_num 


= number 


Dolo 


Range_lookup 


= logical 


Looks for a value in the top row of a table or array of values and returns the value in the same column from 


а row you specify. 
Table_array is a table of text, numbers, or logical values in which data is looked 
up. Table_array can be a reference to a range or a range name. 


Formula result = 


Help on this function 


Let us now start filling up the values! Click OK afterwards. 


Function Library 


Function Arguments ? x 
D12 = X УУ & -HLOOKUP("Television",A8:D10,2,FALSE) HLOOKUP 
Lookup value] Television" = "Television" 
Table array || A8:D10 {= (Stock List; Television"; Laptop", Tat 
Row index num| 2 [*]]- 2 
Price Range lookup | FALSE [+ |}= rase 
Cost $ 8500|$ 95.00 |$ = 150 
11 Looks for a value in the top row of a table or array of values and returns the value in the same column from 
a row you specify. 
12 | What is the price of a television? [r— Range lookup is a logical value: to find the closest match in the top row (sorted in 
13 ascending order) = TRUE or omitted; find an exact match = FALSE. 
14 
15 Formula result= $ 150.00 
16 Help on this function Cancel 
17 


You now have your correct formula with the right result! 


(oer rn g 


D12 


Stock List Television |Laptop Tablet 


о LM $150.00, S 185.00 | 5 245.00] 
oM XS S500] 95.00 | $ ооо 


What is the price of a television? | $ 150.00 | 
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Highlight All Excel Formula Cells 


Whenever you are auditing an Excel worksheet and need to know 
where all the formulas are located, a great way is to highlight the 
formula cells in a distinctive color. This is how it is done: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select all the cells in your Excel worksheet by clicking on the 
top left-hand corner of your worksheet. 


1 

2 Ia: 

3 nyexcel(><)nline con 
4 

5 Q1 Q2 Q3 Q4 Total 

6 Revenue 125,687 658,974 568,745 658,965 2,012,371 

7 

8 COGS 185,037 175,849 148,520 139,549 648,955 

9 Marketing 195,355 176,249 110,321 116,743 598,668 

10 Employee 185,276 167,813 193,929 158,169 705,187 


Total Expenses 565,668 519,911 452,770 414,461 1,952,810 


Revenue -439,981 139,063 115,975 244,504 59,561 
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STEP 2: Press the CTRL+G shortcut which will open up the Go To 
dialog box and select the Special button. 


Al 


Go To Special ? x 
Select 
© Comments O Row differences 


© Column differences 
© Precedents 

[7] Numbers © Dependents 

Text Direct only 
Logicals All levels 

Errors С) Last cell 


SEELS O Visible cells only 
© Current region © Conditional formats 
С) Current array С) Data validation 
O Objects All 

Same 
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STEP 4: This will highlight all the formulas in your Excel worksheet 
and you can use the Fill Color to color in the formula cells. 


Insert 


Page Layout 


Formulas 


B Copy ~ 


Clipboard Ta 


» 
>, 
Il 

il 


tll 
Ф 
| 
+ 
ll 


E 
Paste m oio m A. = 9 == э= 
E Ў Format Painter В = к=; — E г рее 
i Font eme Colors Migni 


G6 z fe || =SUN 
TFE -i ТТЕ 
8, LU 
Highlight 4; П 
1 AWMIAASS—LLLLI—LLA "sen SEE BBE: 
2 Recent Colors 
3 | a 
FH [S] No Fill 
5 | Q1 6 Моге аны Q3 


And now all your cells containing formulas are now highlighted! 


А А | В C E 
i I U | 

. Highlight 

2 | 

3 | 

E 

5 Q1 Q2 Q3 

Я Revenue 125,687 658,974 568,745 

7 

8 COGS 185,037 175,849 148,520 

9 Marketing 195,355 176,249 110,321 

10 Employee 185,276 167,813 193,929 


All Formu la Cell 


H 


(um 


nyexcel(S<)nline con 


Q4 Total 
658,965 


139,549 
116,743 
158,169 


13 Revenue 
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Remove Formulas in Excel 


There are times when I have an Excel worksheet full of formulas 
and | want to hard code the results and remove the formulas 
completely. 


This is very easy to do in Excel! 


Here is our sample worksheet which has the following formulas in 
Column E: 


E9 


БИ PHONE NUMBER NEW PHONE NUMBER 
ə |+1-817-0000000 |817-0000000 
10|41-817-1111111 |817-1111111 
1|41-817-2222222 |817-2222222 
12|41-817-3333333 |817-3333333 
13|41-817-4444444 |817-4444444 
14|41-817-5555555 |817-5555555 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select all the cells that have formulas: 


817-1111111 


817-2222222 
817-3333333 
817-4444444 
817-5555555 
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Go back to Formula Tips 


Go to Table of Contents 


KA. uA + ә 


в I = »- Д- 8-4 28 


2 Smart Lookup 


STEP 3: Right click again and select Paste Values: 


Up Paste Options: 


iy [PX eea 


Paste Special... 


2 Smart Lookup 


Now you will see that the values are only retained and the formulas 
are now gone! 


1581721111131 
+1-817-2222222 
+1-817-3333333 


4 1+1-817-5555555 


1817-5555555 


т^ 
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Remove Leading and Trailing 
Spaces 


Leading spaces (at the start of the text) and Trailing spaces (at the 
end of the text) usually get in the way when we want to perform 
operations in Excel. 


Whether it be leading or trailing spaces, we have a couple of ways 
how to clean them in Excel. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Let’s use the TRIM formula to remove leading & trailing spaces: 
C D E 


CLEANED TEXT 


With normal spaces | -TRIM(C7) 


With non-breaking spaces 


The spaces get removed with no issues: 
C D E 


TEXT CLEANED TEXT 


With normal spaces With normal spaces 


With non-breaking spaces 


With non-breaking spaces 
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However if we have non-breaking spaces, the TRIM formula will 
not remove these spaces: 


C D E 


‘ TEXT CLEANED TEXT 


With normal spaces ith normal spaces 
With non-breaking spaces With non-breaking spaces 


With non-breaking spaces 


о со N 


The leading space is still there! 
What are non-breaking spaces you ask? 


Sometimes data downloaded as text uses non-breaking spaces for 


formatting purposes. It prevents an automatic line break in between 
these spaces. 


This is represented by CHAR(160): 


-CHAR(160) & CHAR(160) &CHAR(160) &CHAR(160) &" With non-breaking spaces "&CHAR(160) &CHAR(160) &CHAR(160) &CHAR(160) 


This looks like a pain! How do we clean these? | explain how you can 
do this below: 


STEP 1: We will use the SUBSTITUTE Formula to remove the non- 
breaking spaces depicted by CHAR(160) 


The goal is to replace the non-breaking spaces with normal spaces. 


=SUBSTITUTE(C9, CHAR(1 60), " ") 


€ | р 


6 CLEANED TEXT 


With normal spaces With normal spaces 


8 With non-breaking spaces | With non-breaking spaces 
9 With non-breaking spaces | =SUBSTITUTE(C9,CHAR(160)," ЧЫ 
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STEP 2: Now that we do not have the non-breaking spaces anymore, 
let us nest the TRIM Formula: 


=TRIM(SUBSTITUTE(C9, CHAR(1 60), " ")) 


C D [E] F 


CLEANED TEXT 


With non-breaking spaces | 
-TRIM(SUBSTITUTE(C9,CHAR(160)," " | 


9 With non-breaking spaces | 


D E 
CLEANED TEXT 


6 
7 With normal spaces With normal spaces 

8 

9 


C 


With non-breaking spaces With non-breaking spaces 
With non-breaking spaces With non-breaking spaces = 
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Separate Formula into Rows 


When I have a complex or long formula, sometimes | wish there was 
a way to make it more readable and easier on the eyes. And guess 
what, there is a way in Excel! 


Let us say we have a SWITCH Formula wherein we want to return the 
following: 


e Arating of 1 is Bad 

e Arating of 2 is Average 

e Arating of 3 is Great 

e Otherwise, show Unknown 


This is our complete SWITCH Formula. We can do some formatting 
magic to make it more readable! 


enpuvaru x run "з тиу 1x numer 


G10 M А 


|; SEPARATE FORMULA INTO ROWS mex 


з |What does it do? Matches multiple values and returns the first value that has a match 


4 |Formula breakdown: SWITCH(expression, value1, result1, [value2 / default, result2], ...) 


SWITCH(value to check, value to match against, result to return, [succeeding 


5 What it means: values to match or the default value if nothing gets matched]) 

6 |Example: 

7 

A DESCRIPTION ENTER RATING EN 
9 

10 DESCRIPTION (ХИ 
п | Great 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Start editing your formula by double clicking on the cell that 
has the formula. 


We will use the ALT + ENTER keyboard shortcut to add new lines 
to our formula, then you can add spaces as well to have indentation 
inside your Excel formula. 


Functionally speaking there is no additional functionality that you 
have added in your Excel Formula but you have made it easier to 
read and understand! 


Here is the result: 


AVERAGE sd x v fi =SWITCH(G8, 
1, "Bad", 
2, "Average", 
3, "Great", 
Unknown") 
A B ¢ SWITCH(expression, value, result1, [value2, result2], [value3, result3], [default_or_value4, result4], | 
cJ С С Gow -— mar лу [ASS 
SEPARATE FORMULA INTO ROWS те 
1 VEFARNRALE FYUNRMULA VN SM RUWO y 
2 
3 |What does it do? Matches multiple values and returns the first value that has a match 
4 |Formula breakdown: SWITCH(expression, value1, result1, [value2 / default, result2], ...) 
SWITCH(value to check, value to match against, result to return, [succeeding 
5 |What it means: values to match or the default value if nothing gets matched]) 
6 |Example: 
7 a ——— 
DESCRIPTION ENTER RATING 3 
8 ss 
9 
10 Sea] "Unknown" | 
п | бгеаг | 
FORMULA, |  ($ 


Same formula, but you can quickly see with this new formatting on 
which rating would end up to which description. 
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Show & Hide Formulas in Excel 


When I have a sheet full of Excel formulas, sometimes | want to 
quickly check how each formula looks like. This is great for 
spreadsheet auditing. 


Here is our sample worksheet with formulas: 
E9 M fe | -REPLACE(DS, 1, FIND("-",D9), "") 


F 


PHONE NUMBER NEW PHONE NUMBER 


+1-817-1111111 |817-1111111 


+1-817-2222222 
+1-817-3333333 
+1-817-5555555 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Press on your keyboard the following keys: Ctrl + ` 


The ` key is usually located on the upper left part of your keyboard. 
This will show all your Excel formulas in your worksheet! 


D E 
PHONE NUMBER NEW PHONE NUMBER 
+1-817-0000000 |=REPLACE(D9, 1, FIND("-",D9), "") 
+1-817-1111111 =REPLACE(D10, 1, FIND("-",D10), "") 


+1-817-2222222 -REPLACE(D11, 1, FIND("-",D11), "") 


+1-817-3333333 =REPLACE(D12, 1, FIND("-",D12), "") 
+1-817-4444444 -REPLACE(D13, 1, FIND("-",D13), "") 
+1-817-5555555 =REPLACE(D14, 1, FIND("-",D14), "") 


` 


Press the Ctrl + 


combination again to hide the formulas. 
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STEP 2: If you prefer to set this via Excel Options, another way is to 
go to File > Options 


Account 


Feedback 


Options 


STEP 3: Go to Advanced> Display Options for this Worksheet > 
Show formulas in cells instead of their calculated fields 


Ensure this is checked. 


Excel Options 


— - — MÀ — 
General 


" А " i E Mai = 
Formulis Display options for this worksheet: | Eg Main | 


Proofing v| Show row and column headers 


S Show formulas in cells instead of their calculated results 
ave 


Show sheet right-to-left 
——- Show page breaks 


v| Show a zero in cells that have zero value 


v| Show outline symbols if an outline is applied 


Customize Ribbon 


Show gridlines 
Quick Access Toolbar 2 


8 Gridline color D 
Add-ins 
Trust Center Formulas 


The formulas are all shown now too! You can uncheck it to hide the 
formulas again. 


PHONE NUMBER NEW PHONE NUMBER 
|. [1 
|+1-817-0000000 |=REPLACE(D9, 1, FIND("-",D9), "") 


+1-817-1111111 =REPLACE(D10, 1, FIND("-",D10), "") 


+1-817-2222222 =REPLACE(D11, 1, FIND("-",D11), "") 
+1-817-3333333 =REPLACE(D12, 1, FIND("-",D12), "") 


+1-817-4444444 -REPLACE(D13, 1, FIND("-",D13), "") 
+1-817-5555555 =REPLACE(D14, 1, FIND("-",D14), "") 
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Vlookup in an Excel Table 


What does it do? 


Searches for a value in the first column of a table array and returns a 
value in the same row from another column (to the right) in the 
table array. 


Formula breakdown: 


-VLOOKUP(lookup. value, table array, col. index num, 
[range lookup]) 


What it means: 


-VLOOKUP(this value, TableName, and get me value in this column, 
Exact Match/FALSE/O]) 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Excel Tables are just amazing and should be used all the time, 
whether you have 2 rows or 200,000 rows of data! 


When you use a Vlookup formula to lookup in an Excel Table then 
your formula becomes dynamic due to its structured referencing. 


What that means is that as the Excel Table expands with more data 
added to it, your Vlookup formula's 2nd argument (table array) 
does not need to be updated as it refers to the Excel Table as a 
whole by referring to its name like Tablel, Table2, Table3 etc. 


In the example below our Excel Table name is Table2 and as we 
add more rows of data to it, the Vlookup formula does not need to 
be adjusted. How bloody cool is that? 
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STEP 1: We need to convert the data into an Excel Table. Press Ctrl + 
T then press OK. 


Stock List | Ргїсе Cost Create Table ? x 


| Television $150 $85 Where is the data for your table? 

І =58513:50517 

| la pen 5185 595 My table has headers 
Tablet $245 $90 

l [756] Cancel 
Keyboard $55 $5 


STEP 2: Now let us create the formula to get the price of the Laptop. 
Let us use the VLOOKUP formula: 


=VLOOKUP(G15, Tablel, 2, FALSE) 


This will get the lookup value (Laptop in Cell G15), then search in 
the first column of Tablel. 


Afterwards it will get the value in Column #2 which is the price. The 
FALSE means is we want to get the exact match. 


ç v fe -VLOOKUP(G15,Tab]e1,2, FALSE) 


E F G H l 3 
Television $150 Item Quantity Price Total Price 
Laptop $185 $95 lookup value| Laptop | 125 EviooKue(615,Table,2, FALSE) $23,125 
Tablet $245 $90 lookup. value Mouse 35 VLOOKUP(lookup value, table array, col index num, [range lookup] 1, 
Keyboard $55 $5 | Total $23,125 
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STEP 3: Drag down the formula to copy it across the table. Notice 
that the second row is looking for the price of Mouse. This does not 
exist in our data table yet. 


Item Quantity Price Total Price 
lookup_value Laptop 125 185 $23,125 
lookup_value Mouse 35 $0 


Total* $23,125 


STEP 4: Now add and type in a new row in our table for the price of 
the mouse. 


B C D 
Stock List ~] Price [~] Cost - 
Television $150 $85 
Laptop $185 $95 
Tablet $245 $90 
Keyboard $55 $5 
[| Mouse $100 $50 


p 


The beauty with this is our VLOOKUP formula still works fine. Since 
we are using the Tablel, there is no need to update the range of 
values that our VLOOKUP will use. It is now automatically included 
and the price of the mouse is retrieved right away. 


Stock List ~] Price |-| Cost [~ 
Television $150 $85 Item Quantity Price Total Price 
Laptop $185 $95 lookup value Laptop 125 185 $23,125 
Tablet $245 $90 lookup value Mouse 35 100 $3,500 
Keyboard $55 $5 Total $26,625 
Mouse $100 
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Watch Window in Excel 


The Watch Window feature in Excel is great to track specific formula 
results. Imagine you have the resulting cell in a separate worksheet, 
it would be cumbersome to go back and forth checking the results! 


Here is our sample worksheet with our target result: 


B2 M fe ='Formula Auditing'!F10 
| A B С 
1 
2 СУУС $176,211.00 | 
3 | J 
4 4 
д | Formula Auditing | Watch Window (5 


The actual calculations happen in the Formula Auditing worksheet: 


A | B С D E F & H І 
1 
2 Sales Figures - December 2021 Monthly Goal: Ё 34,000.00 
3 
КЩ Sales Person Week 1 Week 2 Week 3 Week 4 Totals Was Goal Met? Bonus Status 
5 ПӘ 9  9550|$  9230|S$  8500|S 8,965 |$ 36,245|| | YES | BONUS | 
6 ГЕЗ s  5975|s  690|s  850|s 10,100 1$ 31,475 | | NO | NOBONUS 
7 Ies 7425|s  ss50|s  990|s 7512]$ 3347|| |^ NO | NOBONUS 
8 ШОШ s  95e0|s  10150|S  10200|s  9795|s 3975|| | YES | BONUS | 
9 Peru Ss 789215 7695$ 9,5205  10252|$ 35,359 NO BONUS 
10 PAVE $ 4040|$ 142,555 | $  46630|$  46624|S 176,211 
11 
12 | Total EE $ 352422 | 
14 Current number of sales people who haved reached their goal: | 3 | 
15 
16 | 
17| 
18 
19 
20 
21 

| Formula Auditing | Watch Window | @) 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Select the cell that you want to monitor. 


Go to Formulas > Formula Auditing > Watch Window 


Ы S- + Watch Window.xlsx - Excel 

File Home Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do 

fx > |ж ІБ la n E Q ө -— те - To Trace Precedents [4 Show Formulas Ec 

ae z Sf Use in Formula ~ ove Trace Depend еә 

Insert | AutoSum Recently Financial Logical Text Date& Lookup & Math& Моге Name 2 $ pu Watch 

Function - Used ~ - E - Time~ Reference- Trig Functions» | Manager E Create from Selection 14 Remove Arrows ~ Ux) Evaluate Formula ^ Window 
Function Library Defined Names Formula Auditing 
B2 X f< || ='Formula Auditing'!F10 
A B ollo A E a l e RR 


1 | 


E December 2021 Tota [| $176,211.00 
zy || 


STEP 2: Click Add Watch and select Add to place this formula cell 
inside your Watch Window. 


A B | С D E F G 


СЛУ $176,211.00 


Watch Window 


Book Sheet me Cell Value Formula 


Add Watch ? x 


Select the cells that you е to watch the value of: 
='Watch Window'!SBS2| 


очо ол ьо № = 


Watch Window 5 


(2 Add Watch... 


Book Sheet Value Formula 
Watch Window.xlsx Watch Window $176,211.00 -'Formula Auditing !F10 
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STEP 3: Now let us see this in action! Jump over to the Formula 
Auditing Worksheet. And change any value inside the Sales Table. 


A B с D E 


Sales Figures - December 2021 


F 


Sales Person Week 1 Week 2 Week 3 Week 4 


Totals 


COON о льо мә 


ҮМеекіу Тоѓа! S 40402 


EE 
ajo 


H 1 J K L M 
" ~ х 
Watch Window 
12, Add Watch... 
Book Sheet Name Cell Value Formula 
Watch Window.xlsx Watch Window B2 $176,211.00 = Formula Auditing !F10 


Watch Window | 


Formula Auditing 


Ready 


l've increased the value to 120,000 and you can see the Formula cell 


nj 


= 


[6] 


we have tracked in the Watch Window has updated too! No need to 
jump back forth and forth between worksheets anymore! 


= | oe 
alo 


@ 


Formula Auditing Watch Window 


Ready f3 


| А в © р Е Е G H І J K L M 
1 
2 | Sales Figures - December 2021 А +x 
2 9 Watch Window 

2 
4 Sales Person Week 1 Week 2 CMS 3 Week 4 Totals ia Add Watch, 
5 H. James ЁЗ 9,550 eas 8,965 Book Sheet Name Cell - Formula 
6 K. Dunn Is 509] 120, 000 fe Watch Window.xlsx Watch Window B2 -'Formula Auditing !F10 
7 L. Carrie Ej 7425 i 85904 3-8 7512 $ 33427 
8 R. Smith RR 10,150 $ 10.200 : 9795|s 39705 
9 $ 7,892 | $ 7,695 | $ 9,520|$  10252|$ 35,359 
UGAO AL S  40402|$  42555|S 158130|$ 46,624 |$ 287,711 
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XLOOKUP Function in Excel 


110 = fe 


B [s 
7 
8| Stock List Price Cost John's Order 
Television $85 Item Quantity Price 
Laptop $95 Mouse 125 [No Product Found | 
Tablet $90 Tablet 35 245 
Keyboard | $5 t \ 
13 
a| leokup return lookup result 
array array value == 


Ever wanted to lookup values in Excel? Which of the following 
Excel function did you use: 


The dynamic one - VLOOKUP? The horizontal one - HLOOKUP? 
The complicated one - INDEX MATCH? 


Even though the above Excel functions can get the job done, they 
come with their own limitations. The solution to this is to use the 
brand new Excel function introduced in Microsoft Office 365 - 
XLOOKUP! 


If you are using any of the older versions of Excel (2010, 2013, 
2016, 2019) you won't be able to use this function. 


XLOOKUP is a versatile and outstanding replacement for the 
above-mentioned Excel functions. It allows you to quickly lookup 
values in a data set (just like VLOOKUP Excel) with additional 
flexibility and advantages like: 


e |t can lookup data to the right or left of the lookup values. 


e It looks for an exact match by default. You do not have to 
enter an additional argument for it. 
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It allows you to provide a custom value or text if your search 
result is not found. 


It can perform a partial match lookup using wildcards. 
It can search for values both horizontally and vertically. 


It can return a range instead of a single value which spills out 
the results. 


It allows you to find the last occurrence in your data. 


Excited? Read on to learn more about XLOOKUP! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


XLOOKUP - An Introduction 


What does it do? 


Excel XLOOKUP can be used to search an array for a specific value 
and returns the value in the same row from another array. 


It can search the value both horizontally and vertically, 
Perform an exact or approximate match, 

Use wildcards, 

Return a custom text when no result is found, 


Doesn't even have the restriction of the return array to be on 
the right of the lookup array. 


Isn't that AMAZING? It is a power-packed function with so many 
advantages! 
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Formula breakdown: 


=XLOOKUP (lookup_value, lookup_array, return_array, 
[if_not_found], [match. mode], [search_mode]) 


where: 
e lookup. value - the value you want to search; 


e lookup. array - the range or array where you want to search the 
value; 


e return array - the range or array from which you want the 
result; 


e [if not found] - the value you want to display if there are no 
results found; 


e [match. mode] 
o 0 - Exact Match (if no result found, then error) 


o 1 - Exact or next smaller (if no result found, then the next 
smaller value will be displayed) 


o 2 - Exact or next larger (if no result found, then the next 
larger value will be displayed) 


о З - Wildcards 
e [search_mode] 
о 1l - їо search from first 
o -1- to search from last 
o 2- binary search ascending 


o -2- binary search descending 
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How to use XLOOKUP in Excel? 


In this example below, there are two tables: 
o Stocklist containing the product's SKU, name, price, and cost. 
o Orders Table with its quantity mentioned 


You want to extract the price of the products from the stock list 
table using XLOOKUP. 


A B € D E F G H | J K 
Fé 
8 Example: Name Price Cost SKU John's 
9 Television $150 $85 TV2004 SKU Quantity Price Total Price 
10 Laptop $185 $95 LP1411 LP1411 125 | | 50 
11 Tablet $245 $90 TB3122 TB3122 35 $0 
12 Keyboard $55 $5 KB1021 Total $0 


STEP 1: We need to enter the XLOOKUP function in a blank cell 


A B XLOOKUP (lookup value, lookup array, return array, [if not found], [match mode], [search mode]) J K 
7 
8 |Example: Мате Ргїсе Cost SKU John's 
9 Television $150 $85 TV2004 SKU Quantity Price Total Price 
10 Laptop $185 $95 LP1411 LP1411 -XLOOKUP( S 
11 Tablet $245 $90 TB3122 TB3122 35 $0 
12 Keyboard $55 $5 KB1021 Total $0 
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STEP 2: Enter the first XLOOKUP argument - Lookup value 
(product's SKU that you are looking for) 


-XLOOKUP(H10, 

A B XLOOKUP (lookup_value, lookup array, return array, [if not found], [match mode], [search mode]) J K 
" 
8 |Example: Name Price Cost SKU John's 
9 Television $150 $85 TV2004 „SKU „Quantity — Price Total Price 
10 Laptop $185 $95 LP1411 }1Р1411! =XLOOKUP(H10 
11 Tablet $245 $90 TB3122 TB3122 35 $0 
12 Keyboard $55 $5 KB1021 Total $0 


STEP 3: Enter the second XLOOKUP argument - Lookup array (the 
array that contains all product SKUs) 


=XLOOKUP(H10,$E$9:$E$12 


E9 Y X v fx =XLOOKUP(H10,$E$9:$E$12 


A B XLOOKUP (lookup_value, lookup. array, return array, [if_not_found], [match mode], [search_mode]) LJ K 
7 
8 |Example: Name Price Cost i SKU i John's 
9 Television $150 $85 TV2004 „SKU Quantity — Price — Total Price 
10 Laptop $185 $95 LP1411 | LP1411 -XLOOKUP(H10,$ES9:SES12 
11 Tablet $245 $90 TB3122 TB3122 35 $0 
12 Keyboard $55 $5 1,KB1021 1 Total $0 


Ensure that you press F4 so that you can lock the table range 
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STEP 4: Enter the third XLOOKUP argument - return array (the 
array that contains price) 


-XLOOKUP(H10,$E$9:$E$12,$C$9:$C$12) 


J10 М x v fe 


A B XLOOKUP(lookup_value, lookup array, return array, [if not found], [match mode], [search mode]) J K 
7 
8 |Example: Name | Ргїсе L Cost | SKU John's 
9 Television $150 $85 TV2004 „SKU „Quantity — Price — Total Price 
10 Laptop $185 $95 LP1411 IEXLOOKUP(H10,SES9:SE$12,$C$9:5C$12 
11 Tablet $245 $90 TB3122 TB3122 35 $0 
12 Keyboard | — $55 $5 | KB1021 | Total $0 


As you will see, Excel has pulled the price of the SKU /Р1411 
from the stock list and provided the result ($185) in the cell. 


110 x fe =XLOOKUP(H10,SES9:$E$12,$C$9:$C$12) 

A B С D E F G H l J K 
A 
8 Example: Name Price Cost SKU John's 
9 Television $150 $85 TV2004 SKU Quantity — Price — Total Price 
11 Tablet $245 $90 TB3122 TB3122 35 $0 
12 Keyboard $55 $5 KB1021 Total $23,125 


Apply the same formula to the rest of the cells by dragging the 
lower right corner downwards. 
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A B C D E F G H І J K 
7 
8 |Example: Name Price Cost SKU John's 
9 Television 150 $85 TV2004 SKU Quantity Price Total Price 
10 Laptop $95 LP1411 LP1411 125 $23,125 
11 Tablet 245 $90 TB3122 TB3122 35 245 $8,575 
12 Keyboard $55 $5 KB1021 Total $31,700 


What if you are trying to search for a product name that is not 
available in the stock list table? 


Excel will provide you with an error! 


J10 У fe -XLOOKUP(H10,$E$9:$E$12,$C$9:$C$12) 


A B С р Е F G H | J 
7 
8 |Example: Name Price Cost SKU John's 
9 Television $150 $85 TV2004 SKU Quantity Price 
10 Laptop $185 $95 1р1411 125 [swa] 
11 Tablet $245 $90 TB3122 TB3122 35 245 
12 Keyboard $55 $5 KB1021 Total 


Instead of showing this error, you can add a custom text (say, No 
Product Found) to display! 


To do that, simply can add the fourth optional argument of 
XLOOKUP function - [if not found] 


=XLOOKUP(H10,$E$9:$E$12,$C$9:$C$12,"No Product Found") 
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J10 b fe 


A B С р Е Е G H l J 
7 
8 Example: Name Price Cost SKU John's 
9 Television $150 $85 TV2004 SKU Quantity Price 
10 Laptop $185 $95 LP1411 MS5231 125 [No Product Found ] 
11 Tablet $245 $90 TB3122 TB3122 35 245 
12 Keyboard $55 $5 KB1021 Total 


This was a basic example of how to use XLOOKUP in Excel. Let's 
explore the advanced uses of this function in detail! 


Approximate Match 


In this example, Excel will look for the income entered in cell F14 
and find the matching tax rate from column C. 


A B € D E F G 


8 |Example: 


Get me the TAX RATE for an 


10 INCOME value! 


Income is Greater than or 


13 Equal to... Tax Rate Enter Income 
4 $0 13% $8,500 

13 58,456 18% Tax Rate 

1б $15,874 22% 

= $36,897 30% 

18 $87,458 39% 

2 $141,569 45% 


Instead of looking for an exact match, it will now look for an 
approximate match. If an exact match is not found it will look for 
the next smaller or larger item based on the input provided. 
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If the income is greater than or equal to $0, the tax rate will be 
13%. Similarly, if the income is greater than or equal to $8,456, the 
tax rate will be 18%, and so on. 


So, let's use this function to determine the tax rate for the 
income amount mentioned in cell F14. 


=XLOOKUP (lookup_value, lookup_array, return_array, 
[if_not_found], [match_mode], [search_mode]) 


Here, the three permanent arguments and one optional argument 
[match_mode] will be used. You can ignore arguments - 
[if not found] and [search mode] for this example. 


Follow the step-by-step tutorial below to perform an approximate 
match using the XLOOKUP function: 


STEP 1: Enter the first argument lookup. value - the income amount 
mentioned in cell E5. 


=XLOOKUP(E5 


FLOOR z x v fe =XLOOKUP(ES 


B c XLOOKUP (lookup_value, lookup_array, return_array, [if_not_found], [match_mode], [search_mode]) K 


! XLO O KU P | N EXCE L myexcel (?)nline corr 


Income is Greater 


Tax Rate Enter Income 

4 than or Equal to... | | 
5 $0 13% | $8500 | 
6 $8,456 1896 Tax Rate 

Е $15,874 22% [=xLOOKUPIES | 
8 $36,897 30% 

9 $87,458 39% 

10 $141,569 45% 
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STEP 2: Enter the lookup_array - the range containing income 
range (B5: B10). 


=XLOOKUP(E5,B5:B10 


B5 М x м fe || -хоокор(еѕ,в5:в10 
А B | 


с _ XLOOKUP (lookup_value, lookup array, return array, [if not found], [match mode], [search mode]) L 


XLOO KU P | N EXC CEL myexcel(€)nline conr 


- 


- 


Income is Greater 


Tax Rate Enter Income 
4 1 than or Equal to... | | | 
5 | $0 13% | $8500 | 
6 $8,456 1896 Tax Rate 
7 $15,874 2296 B5:B10 
8 | $36,897 3096 
9 $87,458 3996 
10 ! $141,569 H 45% 


STEP 3: Enter the return_array 
=XLOOKUP(E5,B5:B10,C5:C10 


c5 ы х v Ж =XLOOKUP(E5,B5:B10,C5:C10 
A B 


с | XLOOKUP(lookup value, lookup array, return array, [if not found], [match mode], [search mode]) Ё 


E XLOO KU p IN EXC E L "yexcelt(€)nline corr 


- - 
2 J 
3 1 
Саси Tax Rate Enter Income 

4 than or Equal to... | | | | 
5 | $0 1396 | $8500 | 
6 $8,456 1896 Tax Rate 

$15,874 2296 [B5:810,c5:c10 | 
8 $36,897 30% 
9 | $87,458 39% 
v| | $141,569 1.2595 1 


STEP 4: Enter the 5th argument[match. mode]. The accepted values 
for this argument are: 


о 0 - Exact Match (if no result found, then error) 
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o 1 - Exact or next smaller (if no result found, then the next 
smaller value will be displayed) 


о 2 - Exact or next larger (if no result found, then the next larger 
value will be displayed) 


о З - Wildcards 
In this example, the value will be 1. 
=XLOOKUP(E5,B5:B10,C5:C10,,1) 


We will ignore the 4" argument. 


FLOOR Y X м fe 


[s OOKUP(lookup value, lookup array, return array, [if not found], [match mode], [search mode]) 


XLOOKUP IN EXCEL myexcel(?5)nline.con 


Income is Greater 


Tax Rate Enter Income 
4 | than or Equal to... | | 1 | 
$0 13% | $8,500 | 
6 $8,456 18% Tax Rate 
z| $15,874 22% 2) 
8 $36,897 30% 
9 $87,458 39% 


10 | $141,569 | 45% 


Below is the formula that should be used: 
=XLOOKUP(E5,B5:B10,C5:C10,,1) 


As you know this function will perform an exact match by default, 
you need to use the optional argument of the function - 
[match_mode]. So, if Excel fails to find an exact match, it will look 
for the next larger income range mentioned in the table. 
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One of the advantages of using this function over Excel VLOOKUP 
for an approximate match is that you do not need to sort the data 
in ascending order. Excel will do that on its own! 


In the example below, you will see that the data is not arranged in 
ascending order. 


12 Not arranged in Ascending Order 


Income is Greater 


Tax Rate Enter Income 
14 than or Equal to... 
15 $87,458 39% $8,500 
16 $0 1396 Tax Rate 
17 $15,874 2296 2296 | 
18 $36,897 30% 
19 $8,456 18% 
20 $141,569 45% 


You can use the same formula in randomly arranged data and 
Excel will provide you with the same (correct) result. 


Horizontal Lookup 


The syntax for performing a horizontal lookup using XLOOKUP is 
the same as for vertical lookup. 


You just need to provide Excel with the lookup and return an 
array, the table's orientation is irrelevant to the XLOOKUP function. 
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In this example, the product name is displayed on Row 5 and the 
price is displayed on Row 6. You need to perform a horizontal 
lookup to get your results. 


STEP 1: Enter the lookup value - the product name mentioned in cell 
H6. 


B c D E F G H I J K L 
John's Order 
Stock List Television Laptop Tablet Keyboard „Item | 
i i= XLOOKUP(I yki y, re у 
Ргісе $150 $185 $245 $55 lLaptop Я LOOKU CM lookup array, return array, 
Cost $85 $95 $90 $5 Tablet 35 


STEP 2: Enter the lookup array - the array containing the product 
name. 


=XLOOKUP(H6,$C$5:$F$5 


x v fe =XLOOKUP(H6,SCS$5:SFS5 


B [s D E F G H I J K L 
i John's Order 
Stock List ! Television Laptop Tablet Keyboard 1 „пет | 
Price $150 $185 $245 $55 [Laptop _ EXLOOKUP(H6,SCS5:SFS5 
Cost $85 $95 $90 $5 Tablet | XLOOKUP(lookup_value, lookup array, return array, 
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STEP 3: Enter the return array - the array containing prices of the 
product. 


-XLOOKUP(H6,$C$5:$F$5,$5C56:$F$6) 


J6 5 p =ХІООКОР(Н6,5С55:5Е$5,5С56:5Е56) 


B C D E F G H І J K 
3 
4 John's Order 
5| Stocklist Television Laptop Tablet Keyboard Item Quantity Price 
6 Price $150 $185 $245 $55 Laptop 125 185 | 
7 Cost $85 $95 $90 $5 Tablet 35 245 
8 
9 


It's that easy to do a horizontal lookup using the new XLOOKUP 
function in Excel! 


Return a Range instead of Value 


Excel XLOOKUP has the ability to return multiple values instead of 
just one for a correct match. It can be done without making any 
change in the syntax, simply input the entire range in the function 
instead of just a single column or row. 


In this example, we want to retrieve all the details related to the 
product name mentioned in cell G5. 


A B С р G H ] J K 

.XLOOKUP IN EXCEL == 
ALYYNYUF LIN Е 

2 

3 Stock List SKU Price Cost John's Order 

4 Television TV024788 $150 $85 Item SKU Price Cost 

5 Laptop LP1420 $185 $95 Laptop 

6 Tablet TB2031 $245 $90 Tablet 

7 Keyboard KB8522 $55 $5 

8 

9 


- 
о 
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STEP 1: Select the cell containing the lookup value. 


=XLOOKUP(G5 

us fat x у я 

A B c XLOOKUP(lookup value, lookup array, return array, [if not found], [match mode], [search mode]) 
> Stock List SKU Price Cost John's Order 
4 Television TV024788 $150 $85 „tem ___ SKU Price Cost 
5 Laptop LP1420 $185 $95 [Laptop |=xLOOKUP(GS 
6 | Tablet TB2031 $245 $90 Tablet 
7 Keyboard KB8522 $55 $5 
8 
9 


STEP 2: Select the range containing the product list. 
=XLOOKUP(G5,$B$4:$B$7 


B4 M X м f| =XLOOKUP(G5,$B$4:$B$7] 
A B Í с _ XLOOKUP(lookup_value, lookup array, return array, [if not found], [match mode], [search mode]) | | 
3 Stock List SKU Price Cost John's Order 
4 | Television | TV024788 $150 $85 „tem ^ . SKU Price Cost 
5 | Laptop LP1420 $185 $95 |!арїор _|=xLOOKUP(G5,$B$4:$B$7 
6 Tablet TB2031 $245 $90 Tablet 
7 l| Keyboard | | КВ8522 $55 $5 
8 
9 
10 


STEP 3: Select the entire range containing columns for SKU, price, 
and cost. 


=XLOOKUP(G5,$B$4:$B$7,5C$4:$E$ 7) 


FLOOR M X м Ё | =XLOOKUP(G5,$B$4:$B$7,$C$4:$E$7) 
| A B c D E F G H І [Же K 
- Stock List SKU Price Cost John's Order 
4 Ї Television | TV024788 $150 $85 1 Item 
5 Laptop LP1420 $185 $95 [Laptop |=XLOOKUP(G5,$B$4:$B$7,$C$4:$E$7) 
6 Tablet TB2031 $245 $90 "Tablet | TB2031 245 90 
7 | Keyboard | KB8522 $55 $5 | 
8 
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Excel will extract or "spill" all the values with the help of the 
XLOOKUP formula! 


H5 


A B 

3 Stock List 
4 Television 
5 Laptop 
6 Tablet 
7 Keyboard 
8 

9 


Using Wildcards 


fe | =XLOOKUP(G5,$BS4:SB$7,$CS4:SES7) 


© 
SKU 
TV024788 
LP1420 
TB2031 
KB8522 


D 
Price 
$150 
$185 
$245 

$55 


E 
Cost 
$85 
$95 
$90 

$5 


F 


G H І J 
John's Order 
Item SKU Price Cost 
Laptop [101420] 185 95 
Tablet TB2031 245 90 


Xlookup in Excel allows you to search for a partial match using 
wildcards characters like: * ? ~ 


This can be done using Excel VLOOKUP as well. But the problem 
arises when you are actually trying to search the wildcard character 
itself in the data. 


For XLOOKUP, you can use wildcards in the lookup. value argument 
and specify that in the [match mode] argument. Enter 2 as the 
match. mode value to let Excel know that you are trying to do a 


partial match. 


The three wildcards in Excel are: 


o Asterisk mark (*) represents any number of characters. For 
example, Jo* could mean Joanne, John, Joe, etc. 


o Question mark (?) represents one character. For example, Jo?n 
could mean John, Joan, etc. 


o Tilde (~) can be used when you want the asterisk or question 
mark to not be a wildcard. Simply place a tilde just before * or 


?. 
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In these examples below, you can use wildcard characters (* or ?) to 
search for a partial match and return the corresponding email 
address. 


Joa* will search for the first match starting with Joa and any number 
of characters after that (Joan) and return the corresponding email 
address (joan ferguson&?gmail.com). 


-XLOOKUP(E5,$B$4:$B$10,$C$4:$C$10,,2) 


F5 M fe =XLOOKUP(E5,$B$4:$B$10,$C$4:$C$10,,2) 


A B c D E F G - 
XLOOKUP IN EXCEL On 

|: ALOOKUP IN EACEL yexcel(3€)nline con 

2 

3 Name Email 

4 John john doeQgmail.com БЕ mai 

5 Joan joan_ferguson@gmail.com 

6 Joanne joanne_velez@gmail.com Jo?n john doeQgmail.com 

7 John john michaloudisQ gmail.com 

8 Joe joe_sawyer@gmail.com 

9 Jane jane_trujillo@gmail.com 

10 John john_coffey@gmail.com 


Jo?n will search for the first match starting with Jo followed by one 
character and then n John) and return the corresponding email 
address (john_doe@gmail.com). 


=XLOOKUP(E6,$B$4:$B$10,$C$4:$C$10,,2) 


F6 M fe 
A B C D E F G H 
XLOOKUP IN EXCEL зп 

|: ALOOKUP IN EACEL nyexcel(S4)nline. corr 

2 

3 Name Email 

4| John john doe gmail.com 

5 Joan joan_ferguson@gmail.com 

6 Joanne joanne_velez@gmail.com 

7 John john_michaloudis@gmail.com 

8 Joe joe_sawyer@gmail.com 

9 | Jane jane_trujillo@gmail.com 

10 John john_coffey@gmail.com 
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Search from bottom to top 


In this example, we will search the value from bottom to top 
instead of the default direction (top to bottom). This can be 
achieved by using the 6th argument of the function - 
[search_mode]. 


It is an amazing feature if you wish to find the last occurrence of 
something in your data. Let's dive into this XLOOKUP example to 
learn how. 


In this example, you have sales data with the Sales date, Product 
name and Price mentioned. You have to find out the latest price at 
which a particular product was sold. 


G H 
XLOOKUP IN EXCEL 
'ALYYNRYF LIN CCL 
2 
3 Date Product Sold Price 
4 01-Jul-20 Tablet $ 804 Product Latest Price Sold 
5 09-Jul-20 Television $ 788 Laptop | 
6 10-Jul-20 PC $ 642 
7 11-Jul-20 Television $ 874 
8 13-Jul-20 Tablet $ 692 
9 20-Jul-20 Tablet $ 745 
10 22-Jul-20 PC $ 924 
11 24-Jul-20 Tablet $ 640 
12 25-Jul-20 PC $ 667 
13 27-Jul-20 Television $ 797 
14 27-Jul-20 Television $ 662 
15 03-Aug-20 Laptop $ 628 
16 03-Aug-20 PC $ 666 
17 05-Aug-20 PC $ 750 
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STEP 1: Enter the lookup value - the product name mentioned in cell 


F5. 
=XLOOKUP(F5 
A B XLOOKUP(lookup value, lookup array, return array, [if not found], [match mode], [search mode]) | | 
3 Date Product Sold Price 
4 01-Jul-20 Tablet $ 804 „Product „Latest Price Sold 
5 09-Jul-20 Television $ 788 [Laptop |=XLOOKUP(F5 | 
6 10-Jul-20 PC $ 642 
7 11-Jul-20 Television $ 874 
8 | 13-Jul-20 Tablet $ 692 
9 20-Jul-20 Tablet $ 745 
10 | 22-Jul-20 PC $ 924 
11 | 24-Jul-20 Tablet $ 640 
12 25-Jul-20 PC $ 667 
13 27-Jul-20 Television $ 797 
14| 27-Jul-20 Television S 662 
15 03-Aug-20 Laptop $ 628 


STEP 2: Enter the lookup array - the array containing the product 
name. 


=XLOOKUP(F5,C4:C30 


G5 = X v fk] -XLOOKUP(F5,C4:C30, 


| А B | XLOOKUP(lookup value, lookup array, return array, [if not found], [match mode], [search mode]) | | 
3 | Date | Product Sold , Price 
4 01-Jul-20 Tablet $ 804 „Product „Latest Price Sold 
5 09-Jul-20 Television $ 788 [Laptop |c4:cao, | 
6 10-Jul-20 PC $ 642 
7| 11-Jul-20 Television 5 874 
8 13-Jul-20 Tablet $ 692 
9 | 20-Jul-20 Tablet $ 745 
10 22-Jul-20 PC $ 924 
11| 24-Jul-20 Tablet $ 640 
12 | 25-Jul-20 PC $ 667 
13| 27-Jul-20 Television $ 797 
14 | 27-Jul-20 Television $ 662 
15 | 03-Aug-20 Laptop $ 628 
16 03-Aug-20 PC $ 666 
17 | 05-Aug-20 PC $ 750 
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STEP 3: Enter the return array - the array containing prices of the 
product. 


=XLOOKUP(F5,C4:C30,D4:D30 
а 


А B XLOOKUP(lookup value, lookup array, return array, [if not found], [match mode], [search mode]) 
3 Date | Product Sold | Ргїсе 
4 01-Jul-20 Tablet $ 804 ,Product „Latest Price Sold 
5| 09-Jul-20 Television $ 788 [Laptop _[c4:c30,04:030_| 
6 10-Jul-20 PC $ 642 
7 11-Jul-20 Television $ 874 
8 13-Jul-20 Tablet $ 692 
9 20-Jul-20 Tablet $ 745 
10| | 22-Jul-20 PC $ 924 
11 | 24-Jul-20 Tablet $ 640 
12 | 25-Jul-20 PC $ 667 
13 27-Jul-20 Television $ 797 


STEP 4: Enter the 6th argument [search. mode]. It will be -1 for this 
example as you want to search from bottom to top. 


=XLOOKUP(F5,C4:C30,D4:D30,,,-1) 


G5 Y fe =XLOOKUP(F5,C4:C30,D4:D30,,,-1) 
A B Є р Е F G H 
3 Date Product Sold Price 
4 01-Jul-20 Tablet $ 804 Product Latest Price Sold 
5 09-Jul-20 Television $ 788 Laptop $ 922 
6 10-Jul-20 PC $ 642 
7 11-Jul-20 Television $ 874 
8 13-Jul-20 Tablet $ 692 
9 20-Jul-20 Tablet $ 745 
10 22-Jul-20 PC $ 924 
11 24-Jul-20 Tablet $ 640 
12 25-Jul-20 PC $ 667 
13 27-Jul-20 Television $ 797 
14 27-Jul-20 Television $ 662 
20 19-Aug-20 Laptop $ 754 
21 21-Aug-20 Television $ 972 
22 02-Sep-20 Television $ 942 
23 03-Sep-20 Television $ 827 
24 12-Sep-20 Television $ 835 
25 19-Sep-20 Tablet $ 855 
26 09-Oct-20 Television $ 867 
27 12-Oct-20 Laptop $ 917 
28 Oct. "e an 
29 
-30 


Excel will start the search from the bottom and the first match will 
be produced as a result! 
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Excel Tables: Autofill Formulas 


One of the advantages of using an Excel Table is the ability to 
autofill a formula all the way down your data without having to copy 
and paste. 


When you write a formula anywhere in your Excel Table, it will 
automatically fill down and up within that column. 


As you add extra rows to your Excel Table, the formula fills in to 
the extra rows added, so you do not need to copy and paste. 


How efficient is that! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


This is our starting data and has been converted into an Excel Table. 
Our goal is to compute the percentage of costs in our sales 
amount then put it in the blank column. 


Acme, inc. NORTH 4/13/2014 $55,815 $9,932 
Widget Corp SOUTH 12/21/2014 594,908 $7,859 
123 Warehousing EAST 2/15/2014 $57,088 $18,986 
Fake Brothers WEST 12/31/2015 $90,967 $5,033 
Demo Company WEST 5/14/2014 $56,539 $17,276 
Smith and Co. NORTH 6/28/2015 $63,116 $18,311 
Foo Bars SOUTH 1/15/2015 $38,281 $1,654 
ABC Telecom EAST 8/22/2015 $57,650 $12,982 
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STEP 1: Type in this formula to get the percentage of costs in sales. 
We are using IFERROR to account for blank values. 


=IFERROR([@COSTS]/[@SALES], "") 


AVERAGE ~ x v f =IFERROR([@COSTS]/[@SALES],"") 


A B С | D E F G 


5 

6 Acme, inc. NORTH 4/13/2014 $55,815 $9,932 
7 | Widget Corp SOUTH 12/21/2014 $94,908 $7,859 
8 123 Warehousing EAST 2/15/2014 $57,088 $18,986 
9 Fake Brothers WEST 12/31/2015 $90,967 $5,033 
10 Demo Company WEST 5/14/2014 $56,539 $17,276 
11] Smith and Co. NORTH 6/28/2005 $63,116 $18,311 
12 Foo Bars SOUTH 1/15/2015 $38,281 $1,654 
13| ABC Telecom EAST 8/22/2015 $57,650 $12,982 
14| 

15 


STEP 2: Pick on any random row and notice that the formula has 
been applied to that as well. This is the power of using Excel Tables 
and your formula has been applied to the entire column! No more 
copy pasting! 


AVERAGE ~“ x v f -IFERROR([GCOSTS]/[GSALES], "") 

A B С р Е Е G 
5 X ~ + ~ ~ = 
6 Acme, inc. NORTH 4/13/2014 $55,815 $9,932 18% 
Т | Widget Corp SOUTH 12/21/2014 $94,908 $7,859 8% 
8 | 123 Warehousing EAST 2/15/2014 $57,088 $18,986 3396 
9 | Fake Brothers WEST 12/31/2015 $90,967 $5,033 6% 
10, Demo Company WEST 5/14/2014 $56,539 $17,276 31% 
1 1| Smith and Co. NORTH 6/28/2015 $63,116 $18,311 2996 
12| Foo Bars SOUTH 1/15/2015 $38,281 $1,654 4% 
13 | ABC Telecom EAST 8/22/2015 $57,650 $12,982 


14| 
15 | 
16 


I=IFERROR([@COSTS]/[@SALES], "") 
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Excel Tables: Extra Styles 


The Excel Table Styles give a user a choice of different styles 
ranging from Light, Medium and Dark. 


There are over 50 choices depending on your favorite style or 
company standard but you are not only limited to those. 


You have extra Table styles in the Page Layout tab in your Ribbon 
menu. Click on that and select the Colors drop down and you can 
choose from an array of combinations. 


Go crazy with this to brighten up your dull data :) 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select anywhere in the table. Go to Table Tools > Design > 
Table Styles 


Extra-Table-Styles.xlsx - Excel [ш 
s — Data Review View Developer Я. 
Table Name: dipsa PivotTable ES [7| HeaderRow — [ | First Cold [4 Filter Button EEEE CEEE исип ees = SESE Ж 
fecus кешнен ql be to d A ЕЕЕ 
Properties Tools External Table Data Table Style Options Table Styles 
F8 fe February 
A B c D E E G H | J K 
: Eyt 2 VS b | @ S ty DG nyexcel(><)nline.cor 
22| ASI WI = сч шуш МИ YW SS 
a 
6 Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
7 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
8 | 123 Warehousing EAST 2/15/2014 $57,088 February | 2014 
9 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
10 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
11 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
12 | Demo Company WEST 5/14/2014 $56,539 May 2014 
13 | Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
14| Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
15 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
— | @ " xm: mu E EU 
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There are a lot of styles to choose from! Pick any that you prefer. 


Custom 5 


1111 ————— ————— 
[-|-||]|-N-|-i-i-|-M FARRA = HARRA ML LEM ыыы 


———— — - – – – – - – – – – - – – – – 


B Мем Table Style... 
BS Clear 


STEP 2: Now here is the magic trick, if you need more colors, there's 
more! 


Go to Page Layout » Colors and there are even more combinations! 
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Home Insert 


Fo 


Page Layout 


Go to Table of Contents 


Extra-Table-Styles.xlsx - Excel 


rmulas Data Review View Deve 


E Colors - у Ts |_| SQ ] оу Wid 
Office Ix aa [э m Len = Heic 
Themes ч | | Print Breaks Background Print s | 
ш ши | иш Office Area” - Titles C] Scal 
т И MS Office 2007 - 2010 je Setup fs S 
E — MIL | 
C7 ННН Blue Warm H = 
E EE Blue Formula 
AA Bie = D | Е 
| MME Eue Green b le S 
SNE Green le $ ty @ 
x iE ШШШШЩШ Green Yellow -— = PS, 
> | WW Yellow 
ER EN o “Elow Orange 
ЕЕК Е 
—1 Ш EEE Orange Red 
6 Ў E S Red Orange 4/13/2014 $55,81! 
E ЕБЕ 
7 DES. 12/21/2014 $94,90: 
— Ш NENNEN Red Violet ——iü 
8| ШШШ Violet 2/15/2014 557,08: 
Яая Е | 
9 анаа 12/31/2015 590,96: 
— a DS Median 
10 | | 8. — Paper 12/31/2015 $90,96: 
ш mu" m | 4 | 
11 sb 12/31/2015 $90,96 
vol Customize Colors... 
1 2 | . 5/14/2014 $56,53! 
an 65 сЕ КУ. аё AImnTil cinainnar Sra aai 


After picking one, here is the final result for the Excel Table Style! 


| 1273/2014 594,908 December 2014 

| Fake Brothers 12/31/2015 $90,967 December 2015 
“less west MAU юш Dean ан 

| Fake Brothers 12/31/2015 $90,967 December 2015 
КО ЛЫ шк ут ош ке а 

| Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
© FooBars SOUTH 1/15/2015 538,281 January 2015 — 

| ABC Telecom EAST 8/22/2015 $57,650 August 2015 
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Excel Tables: Filter & Search 


The Search box within the Filter button is very powerful if you know 
how to use it to your advantage. 


For example, if you had a list of customers, the Search box allows 
you to find specific customers by typing in a few letters only, allows 
you to add a selection to your filtered list and even use wildcard 
symbols - like the asterisk * to drill down to specific customers. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: We will do some basic filtering to set our table up 


Click on the CUSTOMER column header and select 2 values to 
display only 


2| Sort AtoZ 


EE LL LLLLLLL Sort by Color , z 
Acme, inc. $55,815 April 2014 
Widget Corp $94,908 December 2014 
123 Warehousing $57,088 February 2014 
Demo Company Ss ' $63,116 June 2015 
Smith and Co. T" 2| $57,650 August 2015 
m| (Select All) ^ 
Foo Bars C 123 Warehousing $90,967 December 2015 
ABC Telecom remm $55,815 April 2014 
Fake Brothers [J Acme, inc. $63,116 June 2015 
EET Allied Biscuit 

QWERTY Logistics C Ankh-Sto Associates $38,281 January 2015 
Demo, inc. NICE Company M $57,650 August 2015 

< > 
Camnla Camnanu - сап Q67 Dacambar 2016 

Analysis © Cancel 
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Now we have these 2 values only being displayed: 


| ABC Telecom NORTH 4/13/2015 $55,815 April 2014 
| Acme Corp NORTH 12/21/2015 $94,908 December 2014 


STEP 2: Now click on the CUSTOMER column header and type "the" 
in the search box 


Once you tick Add current selection to filter, this will include the 
Customers with the word "the" in the text 


This will be included to your filter. Click OK 


ГЫ Чы BASS ws 
Al SortAtoZ 
1 Sort by Color › | К ШИЕАНГ 
ABC Telecom $55,815 April 2014 
| Acme Corp Y. Clear Filter From "CUSTOMER" $94,908 December 2014 
Text Filters А 


Sign Up To The Weekly Exce 


Get Better At Excel W 


Thatherton Fuels 
The Legitimate Businessmens Club 


© [ок [| cancer 


You have 3 additional customers added now: 


ABC Telecom NORTH 4/13/2015 $55,815 April 2014 

Fake Brothers SOUTH 6/28/2015 $63,116 June 2015 

Acme Corp NORTH 12/21/2015 $94,908 December 2014 
Thatherton Fuels NORTH 12/31/2015 $90,967 December 2015 
ee SOUTH 12/31/2015 $38,281 December 2015 
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STEP 3: Now click on the CUSTOMER column header and type w* 
in the search box 


The asterisk * is a wildcard character, this means this will search for 
all text starting with w only 


Once you tick Add current selection to filter, this will include the 
Customers with the letter w in the beginning 
This will be included to your filter. Click OK 


| Е ЮЕ» SF eee ме» 


A| Sort AtoZ 


| МОВТН 4/13/2015 $55,815 April 2014 
x Gene SOUTH 6/28/2015 $63,116 June 2015 
NORTH 12/21/2015 $94,908 December 2014 

det Filter á NORTH 12/31/2015 $90,967 December 2015 


! SOUTH 12/31/2015 $38,281 December 2015 


ig М Wayne Enterprises 

(v| Wentworth Industries 
М Western Gas & Electric 
м Widget Corp 


AH : 


You have the additional customers added now: 


X " " " v m 


Widget Corp NORTH 12/21/2015 $94,908 December 2014 

ABC Telecom NORTH 4/13/2015 $55,815 April 2014 

Fake Brothers SOUTH 6/28/2015 $63,116 June 2015 

| Acme Corp NORTH 12/21/2015 $94,908 December 2014 
Wayne Enterprises CENTRAL 12/31/2015 $55,815 December 2015 
Wentworth Industries SOUTH 12/31/2015 $94,908 December 2015 
Thatherton Fuels NORTH 12/31/2015 $90,967 December 2015 

Water and Power EAST 12/31/2015 $94,908 December 2015 

Western Gas & Electric SOUTH 12/31/2015 $57,088 December 2015 

The Legitimate Businessmens Club SOUTH 12/31/2015 $38,281 December 2015 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


BONUS TIP: Here is an additional tip, you can also use the question 
mark ? as a wildcard character, it represents one single character. 
For example m?n could match both man and men. 


Give it a try! 
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Excel Tables: Filter Unique Records 


The Advanced Filter in Excel allows you to filter unique records and 
copy them to another location outside the data set. This is useful 
when you want to use a filtered list for further analysis. 


Let’s see how we can do this using the Advanced Filter. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: We want to create a list of unique values for the REGION 
column. 


Go to Data > Sort & Filter > Advanced 


H ө: Y = Filter-Unique-Records.xlsx - Excel 


File Home Insert Page Layout Formulas Help Design Q 


ё [f From Text/CSV [5 Recent Sources 
[& From Web E> Existing Connections 


Data ~ [E] From Table/Range yi aL mn "Advanced 
Get & Transform Data Queries & Connections Sort & Filter 
c5 M fe | 12/21/2015 
A B C D E 
B 
4 Acme, inc. NORTH 4/13/2015 $55,815 
5 | Widget Corp NORTH | 12/21/2015 | $94,908 
6 123 Warehousing EAST 2/15/2015 $57,088 
7 Demo Company CENTRAL 6/28/2015 $63,116 
8 Smith and Co. SOUTH 8/22/2015 $57,650 
9 | Foo Bars WEST 12/31/2015 $90,967 
10 ABC Telecom NORTH 4/13/2015 $55,815 
11 Fake Brothers SOUTH EAST 6/28/2015 $63,116 
12 QWERTY Logistics SOUTH 1/15/2015 $38,281 
12 Damn inc COLITH FACT 9/99 NNAIR €r7 ARA 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 2: Select the following: 


e Copy to another location - this will create the unique list on 
your chosen location 


e List range - select the REGION column and include the column 
header 


e Copy to - place it in a cell where you want the unique list to be 
generated 


e Unique records only - make sure this is ticked to create a 


unique list 
Click OK 
A B С р Е Е G H 
3 CUSTOMER Í REGION | ORDERDATE SALES 
I 
4 Acme, inc. Д NORTH $55,815 
I 
5 | Widget Corp NORTH ! $94,908 
6 | 123 Warehousing і ЕАЅТ | $57,088 
7 DemoCompany | CENTRAL | $63,116 RICO LE T 
1 х 
8 Smith апа Со. | SOUTH | 8/22/2015 pn mem 
| | ilter the list, in-place 
9 | Foo Bars ! WEST | 12/31/2015 $90,9 
10 | ABC Telecom | МОВТН | 4/13/2015 $55,815 istrange: — |$Б$3:5Б561 б 
11 FakeBrothers | SOUTHEAST | 6/28/2015 $63,116 Lim & 
| — r | Copy to: SHS3 ^ 
12| QWERTY Logistics |} ^ SOUTH | 1/15/2015 $38,281 m — 
| | | nique records оп! 
13 Demo, inc. ! SOUTHEAST | 8/22/2015 $57,650 — 
| r ancel 
14| Sample Company | WEST ! 12/31/2015 $90,967 и 
15 | Sample, inc | NORTH | 4/13/2015 $55,815 
16 | Acme Corp | NORTH 12/21/2015 $94,908 
17 | Allied Biscuit i EAST i 2/15/2015 $57,088 
Analysis @ + 


You now have your list of unique values generated! 


Excel Tables: Filter Unique Records | 376 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips 


Go to Table of Contents 


REGION 


3 
4 Acme, inc. NORTH 4/13/2015 $55,815 NORTH 
5 Widget Corp NORTH i 12/21/2015 $94,908 EAST 
6| 123 Warehousing EAST 2/15/2015 $57,088 CENTRAL 
7 Demo Company CENTRAL 6/28/2015 $63,116 SOUTH 
8 Smith and Co. SOUTH 8/22/2015 $57,650 WEST 
9 | Foo Bars WEST 12/31/2015 $90,967 SOUTH EAST 
10 | ABC Telecom NORTH 4/13/2015 $55,815 NORTH WEST 
11| Fake Brothers SOUTH EAST 6/28/2015 $63,116 
12| QWERTY Logistics SOUTH 1/15/2015 $38,281 
13 | Demo, inc. SOUTH EAST 8/22/2015 $57,650 
14| Sample Company WEST 12/31/2015 $90,967 
15 | Sample, inc NORTH 4/13/2015 $55,815 
16 | Асте Согр NORTH 12/21/2015 $94,908 
A | Allied Biscuit EAST 2/15/2015 $57,088 
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Excel Tables: Go to Blanks 


The Go To Special tool within Excel is a must for any serious Excel 
user as it has an array of useful spreadsheet formatting and clean 
up tools. 


One that I use all the time is the Go To Special > Blanks. This 
allows you to delete multiple blank rows/columns within seconds. | 
show you how below. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the entire table containing your data 


Acme, inc. 


прива 
L со! 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 2: Press CTRL + G to open the Go To Dialog. Click Special 


Go To ? x 


Go to: 
Tablet 


Reference: 


Em ама 


STEP 3: Select Blanks and click OK 


Go To Special ? x 
Select 
© Comments © Row differences 
С) Constants © Column differences 
(©) Formulas © Precedents 
Numbers С) Dependents 
Text Direct only 
Logicals All levels 
Errors С) Last cell 
O Visible cells only 
C) Curren region Q Conditional formats 
О Current array O Data validation 
С) Objects All 
Same 


TOK T] es 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 4: Now we have the blank rows selected 


Acme, inc. NORTH 4/13/2015 $55,815 April 2014 
Widget Corp NORTH 12/21/2015 $94,908 December 2014 


123 Warehousing EAST 2/15/2015 $57,088 February 2014 
SOUTH 6/28/2015 $63,116 


ABC Telecom 2015 8/22/2015 $57,650 August 2015 
Fake Brothers WEST 12/31/2015 $90,967 December 2015 
Acme, inc. — NORTH 4/13/2005 555,815 April 2014 


Smith and Co. SOUTH 6/28/2015 $63,116 June 2015 

Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
ABC Telecom 2015 8/22/2015 $57,650 August 2015 
Fake Brothers WEST 12/31/2015 $90,967 December 2015 


an 


Right click on a blank row, and go to Delete > Table Rows 


- + EE o. €0 00 , ; 
Acme, 2° hb oe '13/2015 $55,815 April 2014 


Widget X, cut ` 12/21/2015 $94,908 December 2014 
123 Ware ™® Сору |. 2/15/2015 $57,088 February 2014 

L| f& Paste Options: a Ss | 
E 6/28/2015 $63,116 June 2015 


Paste Special... | 

—Á лыыр рар NENNEN 

2 Refresh 8/22/2015 $57,650 August 2015 
Insert 12/31/2015 590,967 ^ December 2015 

| $55,815 April 2014 


X Table Columns 


Clear Contents 


Quick Analysis 
Sort 
Filter 6/28/2015 $63,116 June 2015 
Table 
1/15/2015 $38,281 January 2015 
Get Data from Table/Range... , 
cipem . 8/22/2015 $57,650 August 2015 
Fake Br %) Delete Comment 12/31/2015 $90,967 December 2015 


| [E] Format Cells... 


di 
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Go back to Table and Pivot Table Tips 


Go to Table of Contents 


Now your blank rows are now deleted in a blink of an eye! 


A 


3 

4 Acme, inc. 

5 Widget Corp 
6 123 Warehousing 
7 Smith and Co. 
8 ABC Telecom 
9 Fake Brothers 
10 Acme, inc. 
11 | Smith and Co. 
12 Foo Bars 
13 ABC Telecom 
14 | Fake Brothers 


B 


NORTH 
NORTH 
EAST 
SOUTH 
2015 
WEST 
NORTH 
SOUTH 
SOUTH 
2015 
WEST 


С 


4/13/2015 
12/21/2015 
2/15/2015 
6/28/2015 
8/22/2015 
12/31/2015 
4/13/2015 
6/28/2015 
1/15/2015 
8/22/2015 
12/31/2015 


D 


$55,815 
$94,908 
$57,088 
$63,116 
$57,650 
$90,967 
$55,815 
$63,116 
$38,281 
$57,650 
$90,967 


E 


April 
December 
February 
June 
August 
December 
April 
June 
January 
August 
December 
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Excel Tables: Headers Show in 
Columns 


Before Excel Tables were introduced in Excel 2007, there were 
Excel Lists which had limited functionality. 


For example, when you had a list of data with hundreds of rows and 
you had to scroll all the way down to the bottom of your list, the 
Headers row was not visible and you had to guess what some 
columns related to. 


When you have your data in an Excel Table and you have many 
rows of data and need to scroll down to the bottom of your Excel 
Table, the Header names stay visible in the Excel Columns. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 1: This is our Excel Table. Have a look of the Table Header 
values then scroll all the way down. 


A^ c D E F G H 
T in Col 

= S " сайа S 
! Table Headers in Columns 
20 
4 | Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
5 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 123 Warehousing EAST 2/15/2014 557,088 February 2014 
7 | Demo Company WEST 5/14/2014 $56,539 | May | 2014 
8 | Smith and Co. NORTH 6/28/2015 563,116 June 2015 
9 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10 | ABC Telecom EAST 8/22/2015 557,650 August 2015 
11 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 


STEP 2: Our column values still magically display on top for your 
easy reference! This is the power of Excel Tables! 


8 | Smith and Co. NORTH 6/28/2015 $63,116 June 2015 

| Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
11; Fake Brothers WEST 12/31/2015 $90,967 December 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
зэ Total — жов $05331 
14) 
15 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


Excel Tables: How to Insert 


Excel Tables are very powerful and have many advantages when 
using them. You should start using them asap regardless of the 
size of your data set, as their benefits are HUUUGE: 


e Structured referencing; 
e Many different built in Table Styles with color formatting; 


e Use of a Total Row which uses built in functions to calculate 
the contents of a particular column; 


e Drop down lists that allows you to Sort & Filter; 


e When you scroll down from the Table, its Headers replace the 
Column Letters in the worksheet; 


e Remove Duplicate Rows automatically; 
e Summarize the Table with a Pivot Table; 


e Supports calculated Columns so you can create dynamic 
formulas outside the Table; 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select a cell in your table 
© CUSTOMER REGION  ORDERDATE SALES MONTH YEAR - 


Acme, inc. NORTH 2014-04-13 $55,815 April 2014 
Widget Corp SOUTH 2014-12-21 $94,908 December 2014 

123 Warehousing EAST 2014-02-15 $57,088 February 2014 

| Demo Company WEST 2014-05-14 | $56,539 May 2014 
Smith and Co. NORTH 2015-06-28 $63,116 June 2015 

Foo Bars SOUTH 2015-01-15 $38,281 January 2015 

ABC Telecom EAST 2015-08-22 $57,650 August 2015 

Fake Brothers WEST 2015-12-31 $90,967 December 2015 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 2: Let us insert our table! То do that press Ctrl + T or go 
to Insert » Table: 


I1 и - 
PivotTable Recommended 
PivotTables 


Tables 


STEP 3: Click OK. 


| Create Table ? x 


Where is the data for your table? 


My table has headers 


Your cool table is now ready! 


Excel Tables: How to Insert | 385 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


Excel Tables: Remove Duplicates 


When you have duplicates values within your Excel Table there is a 
quick and easy way to remove those values. 


The duplicate values could be all over your Excel Table and 
sometimes it takes valuable time trying to locate those duplicates 
and then deleting them. 


Not to worry, Remove Duplicates to the rescue! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Click inside your Excel Table and select Table Tools > 
Design > Remove Duplicates 


Remove-Duplicatesxlsx - Excel 


Home Inset ^ Pagelayout Formulas ^ Data Review ^ View ^ Developer p i Q Tell me what you want to do 


Table Name: i| Summarize with PivotTal | Header Row First Column /| Filter Button шшшшш can: 


Tablet | | [BB Remove Duplicates — Cees [7] Total Row 7 Last Column zEEE] SE 
> пе ро! res = 
‘Resize Table | 55, Convert to Range Slicer 5 S [7] Banded Rows [C] Banded Columns i шыш 
Properties Tools External Table Data Table Style Options 


D10 = f 12/31/2015 


c F G | uH | ] 


A 
R e m OV D ТР іса nyexcel(3€)nline cor 
ve up == 


1 

3 OOS 

4 

6 | Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
7 | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
8 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
9 Fake Brothers WEST 12/31/2015 $90,967 December 2015 
10| Fake Brothers WEST 12/31/2015 ] $90,967 December 2015 
11| Fake Brothers WEST 12/31/2015 $90,967 December 2015 
12, Demo Company WEST 5/14/2014 $56,539 May 2014 
13| Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
14| Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
15 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 

| Analysis | @ « 
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STEP 2: This will bring up the Remove Duplicates dialog box. Select 
only the Columns box that contains the duplicates that you want 
to remove and press OK 


Remove Duplicates ? x 


To delete duplicate values, select one or more columns that contain duplicates. 
My data has headers 
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Excel Tables: Row Differences 


If you have two rows that you want to compare, for example, sale 
amount versus amount paid, you can easily filter the differences 
between these two columns by going in to the Find & Select > Go 
To Special > Row Differences. 


Once the cells have been identified, you can color them in and then 
filter to see each transaction. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the rows that you want to compare 


A B C D i Е 
з © REGION — 

4 Acme, inc. NORTH 4/13/2015 $55,815 $55,815 

5 Widget Corp NORTH 12/21/2015 $94,908 $94,908 

6 123 Warehousing EAST 2/15/2015 $57,088 $57,000 

7 Smith and Co. SOUTH 6/28/2015 $63,116 $63,116 

8 ABC Telecom 2015 8/22/2015 $57,650 $50,000 

9 Fake Brothers WEST 12/31/2015 $90,967 $95,600 

10 Acme, inc. NORTH 4/13/2015 $55,815 $55,815 

11 Smith and Co. SOUTH 6/28/2015 $63,116 $63,000 


12 Foo Bars SOUTH 1/15/2015 $38,281 $38,281 
13 ABC Telecom 2015 8/22/2015 | $57,650 $57,650 
14 Fake Brothers WEST 12/31/2015 $90,967 $45,415 
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Go back to Table and Pivot Table Tips 


Go to Table of Contents 


STEP 2: Press Ctrl + G to open the Go To Dialog. Select Special 


STEP 3: Select Row Differences and click OK. 


Go To Special 


Select 
O Comments 
O Constants 
С) Formulas 
v^ Numbers 
v^ Text 
| Logicals 
| Errors 
С) Blanks 
© Current region 
С) Current array 
© Objects 


olumn differences 
recedents 
ependents 

Direct only 
› All levels 
ast cell 
isible cells only 
onditional formats 
a validation 
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Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 4: Color the selected cells 


Row-Differences.xlsx - Excel 


Page Layout Formulas Data Review View Developer Help Design 


M a == y- 8b Wrap Text Currency M 
Paste 2” B= az $-96 * | 8 3€ 
Clipboard Г Alignment fs Number 

E6 "EE fæ 57000 


3 
4 Acme, inc. NORTH 4/13/2015 ^ $55,815 | $55,815 

5 Widget Corp NORTH 12/21/2015 $94,908 $94,908 

6| 123Warehousing EAST 2/15/2015 $57,088 
7 | Smith and Co. SOUTH 6/28/2015 ^ $63,116 $63,116 

8 ABC Telecom 2015 8/22/2015 $57,650 | $50,000 | 
9| Fake Brothers WEST 12/31/2015 $90,967 

10 Acme, inc. NORTH 4/13/2015 $55,815 $55,815 

1 | Smith and Со. SOUTH 6/28/2015 $63,116 | $63,000 

12 | Foo Bars SOUTH 1/15/2015 $38,281 $38281 

13| ABCTelecom 2015 8/22/2015 ^ $57,650 $57,650 
14| Fake Brothers WEST 12/31/2015 $90,967 | $45,415 . 


STEP 5: Now let's filter and leave these rows! Go to Home > Sort & 
Filter > Filter 


Row-Differences.xlsx - Excel 


Review View Developer Help Design Q те me what you want to do 


ile 
m Xx А > AutoSum - A p 
we Calibri == id 
Ba - = " s = 2 
Paste B I -2-a-| =B= == ERN $ - % » <2 дф | Conditional Format as Cell Sort & Find & 
AS. s Formatting" Table~ Styles" - M Filter ~ Select ~ | 
Clipboard s Font 5 Alignment [Е Number [г] Styles Cells Editi ^| Sort Smallest to Largest 


2] Sort Largest to Smallest 
Custom Sort... 


Se ae ae ce eee пы =— 


3 
4 Acme, inc. NORTH 4/13/2015 $55,815 $55,815 т 
5 Widget Corp NORTH 12/21/2015 $94,908 594,908 

6 | 123 Warehousing EAST 2/15/2015 $57,088 | $57,000 

7 | Smithand Co. SOUTH 6/28/2015 $63,116 $63,116 

8 ABC Telecom 2015 8/22/2015 $57,650 | $50,000 | 

9| Fake Brothers WEST 12/31/2015 $90,967 $95,600 

10 Acme, inc. NORTH 4/13/2015 $55,815 $55,815 

11| Smithand Со. SOUTH 6/28/2015 $63,116 | $63,000 

12 Foo Bars SOUTH 1/15/2015 — $38281 $38,281 

13| ABC Telecom 2015 8/22/2015 $57,650 $57,650 

14| Fake Brothers WEST 12/31/2015 590,967 | $4515 | 

= 
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STEP 6: Go to Paid Column Filter > Filter by Color > Red Color 


3 = - 
4 Acme, inc. NORTH —— 2) Sort Smallest to Largest 
: Z| Sort Largest to Smallest d 

Si | Widget Corp NORTH 12/21/2 ронена " 
6 | 123 Warehousing EAST 2/15/21 
7 Smith and Co. SOUTH 6/28/21 Т 
8 ABC Telecom 2015 8/22 20080600008 elites by Eoni Color. 

F| Number Filters ^- 
9 | Fake Brothers WEST 12/31/2 

zi | Search ye) Automatic 
10 | Acme, inc. NORTH 4/13/21 - T = 
11 Smith and Co. SOUTH 6/28/21 09 $38,281 

| 9) $45,415 

12 | Foo Bars SOUTH 1/15/21 650,000 
13) АВСТеіесот 2015 E | (Seen 
14 Fake Brothers WEST 12/31/2 I $57,650 

| 09 $63,000 
15| AA $63,116 Š 
16 

zi] OK Cancel 
17 7 Е 

= Г 


Now you have your row differences! 


A B C D E 
3 ш E z x Eae 
6 | 123 Warehousing EAST 2/15/2015 $57,088 557,000 
в | ABC Telecom 2015 8/22/2015 $57,650 $50,000 
9 | Fake Brothers WEST 12/31/2015 $90,967 $95,600 
11| Smith and Co. SOUTH 6/28/2015 $63,116 $63,000 
14| Fake Brothers WEST 12/31/2015 $90,967 $45,415 
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Excel Tables: Slicers 


Slicers were introduced with Pivot Tables in Excel 2010 and they 
allow us to select items to filter with beautiful interactive buttons. 


You can see the power of Slicers and the different ways you can 
format them in these posts. 


In Excel 2013, Slicers were introduced in Excel Tables! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To insert a Slicer in an Excel Table you have to follow these short 
steps: 


STEP 1: Click inside the Excel Table 


A B "pt C —— 7 D. ee ES | = F ET G | 

2 | 

4 | Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
5 | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
e| N23 Warehousing EAST 2/15/2014 557,088 February 2014 
7 | Demo Company WEST 5/14/2014 | $56,539 | May 2014 
8 | Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
9 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10, ABC Telecom EAST 8/22/2015 $57,650 August 2015 
11 | Arsenal FC NORTH 2/18/2015 $65,988 February 2015 
12 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 


з юш 9 $580,852 0 | 
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STEP 2: Select Table Tools > Design > Insert Slicer 


H е - = Table-Slicers.xlsx - Excel 


Q Tell me w 


File Home Insert Page Layout Formulas Data Review View Developer Help 


Table Name: Summarize with PivotTable УЛ] Header Row | | First Column x] Fil 
Table B-A Remove Duplicates lg 7| Total Row [_] Last Column 
= x Insert Export Refresh 
Œ Resize Table са Convert to Range Slicer - ~ 62 “| Banded Rows Banded Columns 
Properties Tools External Table Data Table Style Options 


STEP 3: Tick the Table Headers that you want to include in your 
Slicer and press OK 


Insert Slicers T x 


| [customer 
| MIREGION 

| Dorper DATE 
| L]SALES 

| Омомтн 

[7] YEAR 


Excel Tables: Slicers ( 393 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 4: You can update the look and feel by going to Slicer Tools > 
Options > Slicer Styles 


о аде Layo а Data Re D E elp Options © аї уо ant to do 


Slicer Caption: Ея ] p Ln m jh A} E Colu 
REGION — ] : п > |e сей № К 
REGION Bring Send Selection Align il] Hei 
Slicer Settings Forward ~ Backward * Pane - o5 Widt 
Slicer Arrange 

REGION “~ 

4А B [J e | H | ] 

m New Slicer Style... 

2 =| 
z 

! 
4 | Acme, inc. NORTH aaa $55,815 Mod 2014 
5° | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
7 Demo Company WEST 5/14/2014 $56,539 May 2014 REGION = Ж 
8 Smith and Co. NORTH 6/28/2015 563,116 June 2015 | EAST | 
9 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 | NORTH | a 
10, ABC Telecom EAST 8/22/2015 $57,650 August 2015 [soum | 
11 Arsenal FC NORTH 2/18/2015 $65,988 February 2015 + 

x] | WEST | 
12| Fake Brothers 12/31/2015 $90,967 December 2015 ‘ 5 e 
B ss. "ewm жигине s знаны ишк 
14 


Click on the Slicer buttons and see how your Excel Table gets 
filtered without needing to select the filter drop down. 


B C _ D |-—E I E F G H 1 


a e Ы Sle =a | 


З 
x 2014 
4 Acme, inc. NORTH "T TERM April 2014 ЗЕЕ 
5 
7 


| Widget Corp SOUTH 12/21/2014 $94,908 December 2014 SES 

_| Demo Company WEST 5/14/2014 556,539 May 2014 

І 
з OL E% 


14 | EAST 
16 

J 
17 


18 


E о О 
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Excel Tables: Styles 


There are lots of different Excel Table Styles that you can choose 
from to spice up your Excel Table. You can also customize your 
own style if you don't like any of the default Excel styles. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: While selecting a cell in the table, go to Table Tools > 
Design > Table Styles 


Pick any style that you prefer 


Table-Stylesxisx - Excel 


Data Review View Developer 


Table Name: [E] Summarize with PivotTable = EG E E) Header Row — [ | First Colum iter Button | SESE SSS шиши ceases sess Ee. - 
н 2 a SESS [mom шшшшш ————— mmmEE----- 
[Tablet [-Ё Remove Duplicates TotalRow — [ | Last Column кишин кезиш eee ===== BERSE ween |- 
а ер Insert | Export Refresh He Sess sissies eee 
‘Gi Resize Table | $ Convert to Range Slicer + + [Л] Banded Rows [ ] Banded Columns 
Properties Tools External Table Data Table Style Options Table Styles 
D6 M fe | 2/15/2014 


B D ЕБЕ | Ge fel S ||) К 


1 c = =e = 1 = 
| Та Ы е Styl e S nyexcel(3€)nline соп 


2 


3 

4 | Асте, іпс. NORTH 4/13/2014 555,815 April 2014 
5 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 | 123 Warehousing EAST | 2/15/2014 ] $57,088 February 2014 
7 | Demo Company WEST 5/14/2014 $56,539 May 2014 
8 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
9 Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10, ABC Telecom EAST 8/22/2015 557,650 August 2015 
11} Fake Brothers WEST 12/31/2015 $90,967 December 2015 


You now have your updated table. 
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Acme, inc. NORTH ET $55,815 April 2014 
Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
123 Warehousing EAST 2/15/2014 $57,088 February 2014 
Demo Company WEST 5/14/2014 $56,539 May 2014 
Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
ABC Telecom EAST 8/22/2015 $57,650 August 2015 
Fake Brothers WEST 12/31/2015 $90,967 December 2015 


STEP 2: You can also create your own style! Go to Table Tools > 
Design > Table Styles > New Table Style 
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STEP 3: You can give the new table style a name. Click Format 


New Table Style ? x 


Named му New Style — ] 
Tabl Preview 


| Whole Table л ылы 


FirstColumnStripe =  — ЫНЫ am ae We: se ae 
Second Column Stripe RB BB REE 
First Row Stripe 


LU мю moo mo x 


Second Row Stripe Re o» 
MElastCoOum E e sa a i a 
|. |First Column 
| Header Row 

Total Row M 


у= 


Element Formatting: 


| Г] Set as default table style for this document 


STEP 4: Let us select Fill and pick a color. Click OK twice. 


Format Cells ? x 


Font Border Fill 


Background Color: Pattern Color: 
No Col | Automatic 
шшш nan - mes 
v 
B E E C gu | 
шшш ишш 
BEEBE ишш 
BENNEN ишш 
ишшшш ишш 
EERO ERE 
| 
| Fill Effects... | More Colors... 
Sample 
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STEP 5: Go to Table Tools > Design > Table Styles 


Pick your newly created style 


It is now reflected in your Excel Table! 


Á B C D E F G 


. Table Styles 
B CL 
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Excel Tables: Subtotal Feature 


Excel’s Subtotal feature is a great way to automatically insert a 
Sum/Count/Average/Max/Min subtotal to your data set with a 
press of a button. 


This feature is located under the Excel Data tools menu: Data » 
Subtotal. To insert this feature, you need to follow these quick 
steps: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Highlight your data and go to Data » Subtotal 


Home Insert ~~ Page Layout ^ Formulas 
£m [From Ted/CSV Г Recent Sources Г. > [C Queries & Connectio ^y f-o Consolidate BA Л 
Gr S р Le ZU AZ] "Y 29 A 
— [ From Web [E Existing Connections = 4 : 
Get Refresh 2] Sot Filter Tetto y 
Data+ С From Table/Range All- Т, Advanced | Columns Е Data Validation ~ I Manage Data Model "Jens 
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecas! it 
AS M fe | YEAR 
A B c D E F G H [ J K o P 


YEAR REGION 
2014 NORTH 
2014 EAST 
2014 SOUTH 
2014 WEST 
2015 NORTH 
2015 EAST 


2015 SOUTH 

2015 WEST 
2016 FORECAST NORTH 
2016 FORECAST EAST 
2016 FORECAST SOUTH 
2016 FORECAST 
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STEP 2: This will open up the Subtotal dialog box 


ss жи. Select which column you 
want to use to separate 
the data 


At each change in: 
YEAR 


Use function: 


Sum 


Add subtotal to: 
[_] YEAR 
[_] REGION 


Select which function you 
want to use for your 
calculation 


Replace current subtotals 
[L] Page break between groups 
Summary below data 


Remove All | Cancel 


Select the column that 
you want to Subtotal 


STEP 3: At each change: Select which column you want to use to 


separate the data. Make sure that the data in the selected column is 
in ascending/descending order 


Subtotal ? x 


At each change in: 
|YEAR 


[ TREGION 
| SALES $ 


Replace current subtotals 
[ | Page break between groups 
Summary below data 


Remove All Cancel 
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STEP 4: Use function: Select which function you want to use for 
your calculation. You can select from Sum, Count, Average, 
Maximum, Minimum, Product, Count Numbers, StdDev, 
StdDevp, Var, Varp 


Subtotal ? x 


At each change in: 


YEAR v 
Use function: 
Sum 


Replace current subtotals 
O Page break between groups 
Summary below data 


Remove AIl Cancel 


STEP 5: Add subtotal to: Select the column that you want to 
Subtotal 


Subtotal ? x 


At each change in: 


YEAR v 
Use function: 

v 
Add subtotal to: 


[_] YEAR 
ЕЕ 


Replace current subtotals 
O Page break between groups 
Summary below data 


Benone as cone 
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STEP 6: Press OK and this will add extra lines to your data with the 
chosen Subtotal 


Subtotal ? x 


At each change in: 

YEAR v 
Use function: 

Z 
Add subtotal to: 


L ] YEAR 
[_] REGION 


Replace current subtotals 
[C] Page break between groups 
Summary below data 


Remove All Cancel 


STEP 7: If you want to change the Subtotal (say from a Sum to an 
Average) all you have to do is click in your data and go to Data > 
Subtotal and it will bring up the Subtotal dialog box once 

again. Under Use function select Average and press OK. 


5 YEAR REGION SALES $ 
Li | 2014 NORTH 3,583 
7 | 2014 ЕАЅТ 47,713 
8 2014 SOUTH 96,331 
9 | 2014 WEST 55,156 
[-] 40 2014 Total 202,783 
[ - n 2015 NORTH 2,701 
12 | 2015 | EAST ] 42,919 
зз | 2015 SOUTH 96,916 
14 | 2015 WEST 21,795 
=| 15) 2015 Total 164,331 
16. 2016 FORECAST NORTH 22,143 
17 2016 FORECAST EAST 17,908 
18 2016 FORECAST SOUTH 54,875 
19 2016 FORECAST WEST 93,257 
‘=| 20| 2016 FORECAST Total 188,183 
[-] 21 Grand Total 555,297 
P | Analysis. ®© i 


Excel Tables: Subtotal Feature ( 402 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


Excel Tables: Summarize Data With 
Subtotals 


What does it do? 

It returns a Subtotal in a list or database 
Formula breakdown: 
=SUBTOTAL(function_num, ref1) 

What it means: 


=SUBTOTAL(function number 1-11 includes manually-hidden rows & 
101-111 excludes them, your list or range of data) 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


The Subtotal function can become dynamic when we combine it with 
a drop down list. 


This is a great trick and one that can be used when creating an Excel 
Dashboard that summarizes key data metrics on one page. 
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STEP 1: We need to list the Subtotal summary functions in our 
Excel worksheet 


AVERAGE 
COUNT 
COUNTA 
MAX 
MIN 
PRODUCT 
STDEV 
STDEVP 
SUM 

VAR 
VARP 


STEP 2: In the ribbon select Developer » Insert » Form Controls » 
Combo Box 


Form Controls 

EB ИЕ ЕВ e 
ш | 
ActiveX Controls 
сз Евы 5 


3 © А [2 = [ү 


STEP 3: With your mouse select the region where you want to 
insert the Combo Box 


REGION YEAR SALES 


A 2010 660 
B 2011 656 
C 2012 279 
D 2013 357 
E 2014 428 
F 2015 130 
G 2016 424 
A 2010 375 
B 2011 738 
G 2012 714 
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STEP 4: Right Click on the Combo Box and select Format Control... 


Bg Cut 
Ea Copy 
— — O— - Eesi ip Paste 
REGION YEAR SALE — т 
А 2010 660 оа. ; 
B 2011 == 
C 2012 


STEP 5: For the Input Range, you need to select the range with the 
Subtotal summary names from STEP 1 


Format Object ? x 


Size Protection Properties — Alt Text Control 


Input range: 56514:56524 T - 
Eline Values for the SUBTOTAL function_num: 
Cell link: * 

Drop down lines: |8 


[0 3-D shading 


WON DMN UN 
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STEP 6: For the Cell Link, you need to select a cell where you 
want to show the output and press OK 


(The Cell Link increments by 1 depending on the order of the list 
and the name chosen. We will use this value as our first argument 
in the SUBTOTAL function) 


Format Object 


Size Pro’ 
Input range: 
Cell link: 


Drop down lines: 


3-D shading 


tection 


Properties 
56514:56524 


56512] 
8 


AltText Control 


| 


ape eee 
 ————— e 
Values for the SUBTOTAL function num: 


AVERAGE 
COUNT 


COUNTA 
MAX 

MIN 
PRODUCT 
STDEV 
STDEVP 
SUM 

VAR 
VARP 


> ә 
~ 
x 
WAND U PWN PB 


e e 
„ © 


[ЄЎ] F 4 


Cancel 


STEP 7: Enter the Subtotal function and for the first argument 
function_num we will reference the Cell Link from STEP 6 


a 
Values for the SUB 


-SUBTOTAL(G12,D15:D63) 
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So you can see as you choose a summary name from the drop down 
list, it gives us a value for the Cell Link which equals to the 
function_num for that summary name! 


Let us give it a try! Select MAX and you will get the maximum value: 


MAX wy: 858 
REGION YEAR SALES 
A 2010 660 
B 2011 656 
C 2012 279 
D 2013 357 
E 2014 428 
F 2015 130 
G 2016 424 
A ?na1n 275 


Now let us try COUNT and you get the number of records: 


COUNT b. 4 49 
REGION YEAR SALES 
A 2010 660 
B 2011 656 | | 
С 2012 279 
D 2013 357 
E 2014 428 
F 2015 130 
G 2016 424 
A эп1п 275 
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Here are the values for the SUBTOTAL function_num: 


[AVERAGE 

2 | 

3 103 
[MAX 4 104 
MN OS 105 
6 106 
STDEV . K 107 
STDEVP | — àà9. FEE 108 
[SUM | w— COC 109 
10 BRL 
11 111 
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Excel Tables: Total Row 
Calculations 


One of the most powerful features of an Excel Table is the use of 
formulas to calculate its Column contents. 


This will add a Totals Row at the bottom of your Table and by 
clicking in any of the boxes, a list of formulas will appear! You can 
use the default formulas like Average, Count, Count Numbers, 
Max, Min, Sum plus you can click on More Functions which will 
let you choose any of Excel’s many formulas. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select any cell in your table. Go to Table Tools > Design > 
Table Style Options > Total Row 


H S- т : Total-Rowxlsx - Excel 
File Home Insert © PageLayout Formulas ^ Data Review Мем ^ Developer Нер Q Tell me what you want t 
Table Name: Summarize with PivotTable = [7| Header Rofl. J First Column — (7| Filter Button 
[Tablet | ннен Duplicates Г» KE = Total Row g Last Column 
È Resize Table | Convert to Range Slicer 5 s 7] Banded Rows [ ] Banded Columns 
Properties Tools External Table Data Table Style Options 
B10 * fe | ABCTelecom 
A B € D H | 
2 | Acme, inc. NORTH 4/13/2014 555,815 April 2014 
5 | Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 | 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
7 | Demo Company WEST 5/14/2014 $56,539 May 2014 
8 | Smith and Co. NORTH 6/28/2015 563,116 June 2015 
9 Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10 | ABC Telecom | EAST 8/22/2015 557,650 August 2015 
11 | Fake Brothers WEST 12/31/2015 $90,967 December 2015 
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STEP 2: A new row has been added at the bottom of the data. Select 
Count for the REGION column 


C12 M p 
4^ B С р Е Е G 
3 М M M M M M 
4 Acme, inc. NORTH 4/13/2014 — $55,815 April 2014 
55 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 | 123Warehousing EAST 2/15/2014 $57,088 February 2014 
7 Demo Company WEST 5/14/2014 $56,539 May 2014 
8 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
9 | Еоо Вагѕ SOUTH 1/15/2015 $38,281 January 2015 
10| ABC Telecom EAST 8/22/2015 $57,650 August 2015 


„December 222015 


Analy: Var 


More Functions... 


3 | | 
4 Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
5| Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
7 Demo Company WEST 5/14/2014 $56,539 May 2014 
8 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
9 | Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10 | ABC Telecom EAST 8/22/2015 $57,650 August 2015 
11 Fake Brothers WEST 12/31/2015 590,967 December 2015 
| ШШЕН a Биш 
13 | 
14 | 
15 
16 | Sum 

— StdDev 


Var 
More Functions... 
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STEP 4: Select Sum for the SALES column 


A WwW 


л 


= baad as ч о 


eek | 
(Nm 


Acme, inc. 
Widget Corp 


123 Warehousing 
Demo Company 


Smith and Co. 
Foo Bars 
ABC Telecom 


Fake Brothers 


NORTH 
SOUTH 
EAST 
WEST 
NORTH 
SOUTH 
EAST 
WEST 


4/13/2014 
12/21/2014 
2/15/2014 
5/14/2014 
6/28/2015 
1/15/2015 
8/22/2015 
12/31/2015 


Go to Table of Contents 


$55,815 
$94,908 
$57,088 
$56,539 
$63,116 
$38,281 
$57,650 
$90,967 


Count Numbers 


Max 


"Sra 


More Functions... 


April 2014 
December 2014 
February 2014 
May 2014 
June 2015 
January 2015 
August 2015 
December 2015 


Now you have your updated values! They get updated automatically 
as you add new rows and change values! 


“А 


UJ 


D 


1 


SI 
| 


со 


-— -— 
[= ES p 


= 
N 


Acme, inc. 
Widget Corp 


123 Warehousing 


Demo Company 
Smith and Co. 


Foo Bars 
ABC Telecom 


Fake Brothers 


NORTH 
SOUTH 
EAST 
WEST 
NORTH 
SOUTH 
EAST 
WEST 


4/13/2014 


12/21/2014 
2/15/2014 
5/14/2014 
6/28/2015 
1/15/2015 
8/22/2015 
12/31/2015 


$55,815 
$94,908 
$57,088 
$56,539 
$63,116 
$38,281 
$57,650 
$90,967 


April 2014 
December 2014 
February 2014 
May 2014 
June 2015 
January 2015 
August 2015 
December 2015 


Excel Tables: Total Row Calculations ( 411 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


Pivot Tables: Connect Slicers to 
Multiple Pivot Tables 


When you insert an Excel Pivot Table Slicer it is only connected to 
the Pivot Table that you are inserting it from. 


What about if you had multiple Pivot Tables from the same data set 
and wanted to control them using one Slicer, so when you press a 
button all the Pivot Tables change? 


Well this is possible with the Report Connections (Excel 201 3, 
2016, 2019 & Office 365) / PivotTable Connections (Excel 2010) 
option within the Slicer. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Create 2 Pivot Tables by clicking in your data set and 
selecting Insert > Pivot Table > New Worksheet/Existing 
Worksheet 
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Setup Pivot Table #1: 


Create PivotTable 


Choose the data that you want to analyze 
@ Select a table or range 
Table/Range: Tablet 
O Use an external data source 


Ghaase Gonnection.., 
Connection name: 
Choose where you want the PivotTable report to be placed 


С) New Worksheet 


Location: 


Choose whether you want to analyze multiple tables 


[C] Add this data to the Data Model 


ROWS: Region 
VALUES: Sum of Sales 


A B | 
tU 

= Slicer С 
31 SENS we 5 М2 
а. | 
5 [Row Labels ~ [Sum of SALES 
6 |EAST 381740 
7 |NORTH 423596 
8 | SOUTH 462942 
9 .|WEST 508716 
10 Grand Total 1776994 
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Setup Pivot Table #2: 


Create PivotTable 


Choose the data that you want to analyze 
@ Select a table or range 
Table/Range: | Tablet 
O Use an external data source 
Ghoose Gonnecion,,, 
Connection name: 
; Choose where you want the PivotTable report to be placed 
© New Worksheet 


Location: 


(4 Choose whether you want to analyze multiple tables 


C] Add this data to the Data Model 


[ 9 ][ сте | 


ROWS: Customer 
VALUES: Sum of Sales 


12 [now Labels Бат of SALES 
13 |123 Warehousing 191476 
14 |ABC Telecom 190264 
15 |Acme, inc. 224211 
16 |Demo Company 234589 
17 |Fake Brothers 274127 
18 | Foo Bars 170305 
19 |Smith and Co. 199385 
20 |Widget Corp 292637 


1. Pivot Table | Data 
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STEP 2: Click in Pivot Table #1 and insert a MONTH Slicer by 


going to PivotTable Tools > Analyze/Options > Insert Slicer > 
Month > OK 


3MULA | DATA | REVIEW | VIEW | RC | DEVELOPE | MyExcelOn | Vertex42 | POWER QU | POWERPIV 


+= | ә [ET] Insert Slicer R Ez | ER Fields, Items, & Sets ~ 
[* by 


[Тү Insert Timelin fy OLAP Tools 
-= | Group Refresh Change Data Actions 
~ Filter Connectio So ы X ; Relationships 


Filter Data! Insert Slicers 


*Xs5WuWY: 
[CI CUSTOMER 
NORTH [ ]REGION 
[CORDER DATE 
с D | E (SALES 


MONTH 


imnections ™ | 
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4 А B c D 


4 
5 |Row Labels x Sum of SALES 


EAST 381740 


s [аш 
SOUTH AGJOA 


WEST 508716 


e |e |x |a 


12 Row Labels | ~ Sum of SALES 


13 |123 Warehousi 191476 
14 |ABC Telecom 190264 
15 Acme, inc. 224211 
16| Demo Compan 234589 
17 |Fake Brothers 274127 
18 Foo Bars 170305 
19 |Smith and Co. 199385 


STEP 3: Click in Pivot Table #2 and insert a YEAR Slicer by going 
to PivotTable Tools > Analyze/Options > Insert Slicer > Year 


> OK 
‚ | DATA | REVIEW | VIEW RC | DEVELOPE | MyExcelOn | Vertex42 | POWER QU | POWERPIV [, 
> [3 B [19| ез. 


E¥ Insert Timeline v Е fx OLAP Tools ~ 
[F Filter Connections A 
Filter 


Srou 


X 


CI CUSTOMER 
REGION 
[ORDER DATE 


OOOO 


= 
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1 ПШ ЕШ ae UNS | ^C 


STEP 4: Right Click on Slicer #1 and go to Report 
Connections(Excel 2013, 2016, 2019 & Office 
365)/PivotTable Connections (Excel 2010) > "check" the 
PivotTable2 box and press OK 


Cut 


i e 
Г 
Refresh 


Sort Ato Z 
SortZ to A 


Assign Macro... 
el Size and Properties... 


Slicer Settings... 
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Report Connections (MONTH) ? x 


Select PivotTable and PivotChart reports to connect to this filter 


STEP 5: Right Click on Slicer #2 and go to Report 
Connections(Excel 2013, 2016, 2019 & Office 
365)/PivotTable Connections (Excel 2010) » "check" the 
PivotTablel box and press OK 


YEAR 

a X Cut 
LOU a с, 
| 2014 Paste Options: 
| 2015 


[5 Refresh 


NÐ 
> 


Sort Smallest to Largest 


| Sort Largest to Smallest 


PN 


[r3] Report Connections... 
X Remove "YEAR" 


ш, Bring to Front > 

Па Send to Back > 
Assign Macro... 

H [ Size and Properties... 


| Slicer Settings... 


T 
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Report Connections (YEAR) ? x 


Select PivotTable and PivotChart reports to connect to this filter 


Now as you select each Slicer's items, both Pivot Tables will change! 


PIVOTTABLE1 SLICER 1 
EAST 


381740 
ae" 
NORTH 4» 423596 
at* 
sou 4 462942 


WEST i A 508716 


* 
Grand Total ^*,1776994 ,* 
* + 
NC 


ә. 


PIVOTTABLE2 АДЫ" SLICER 2 
Ф a 
Row Labels Fa Sum of SALES 


123 Warehousing А. 191476 


* 
ABC Telecom № 190264 ,* 
% 
Acme, inc. 22421 


Demo Company „49234530 
Fake Brothers At" 274127 


Foo Bars 170305 
Smith and Co. 199385 
Widget Corp 292637 
Grand Total 1776994 
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Pivot Tables: Data Model and 
Relationships 


Ever had multiple related tables and wondered how to create a 
report that connects them together in a single Pivot Table? We have 
just the thing with Data Model and Relationships! 


Below is our data that we will use. What we want to do is create a 
report that shows the First Name of the student and the Number of 
Classes that the student has taken. 


The tricky part here is the First Name is in the Students Table (on 
the right), while the number of classes are in the Classes Table (on 
the left). 


Both Tables have a Studentld column which we will use to create 
our relationship. 


Classes Table Students Table 


7 Public Interaction Mouse Amencan 02/05/1991 


Duck japanese 12/11/1992 
Goof American 15/04/1980 
Duck French 16/02/1985 
Duck French i 19/05/1986 
McDuck Japanese 11/11/1983 
Mouse Canadian 30/11/1983 
Duck French 09/09/1985, 


8 Public Interaction 
9 Public Interaction 
10 Public Interaction 
11 [Public Interaction 
12 Public Interaction 
13 Public Interaction 
14 Public Interaction 
15 Pranks 
16 Pranks 
17 Pranks 
18 Pranks 
19 Pranks 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Pivot Tables: Data Model and Relations 420 ) TABLE & PIVOT TABLE 


Go to Table of Contents 


Go back to Table and Pivot Table Tips 


STEP 1: Select the Classes Table. Goto Insert > Pivot Table > New 
Worksheet 


Make sure to tick Add this data to the Data Model. Click OK. 


Q Tell rv 


Page Layout Formulas Data Review View Developer Help Design 


т PA) А ala di- H8. „ p 
E >| |B NP v. Us |l 
= Illustrations a A 3 P PivotChart 

Tables Add-ins Charts Tours 
B7 - fe 1 

A B C D E F G H 

N 
- Data Model“ NE; 
2 ри 
Choose the data that you want to analyze 
3 | (e) Select a table or range 
4 i Table/Range: | Classes [* | 
5 e Use an external data source 
6 ClassName Ed studentid Ed Grade -| Choose Connection... 
7 |Public Interaction 1| 91 Connection name: 
" " Use this workbook's Data Model 

8 Public Interaction 2 79 
9 Public Interaction 3 об | Choose where you want the PivotTable report to be placed | 
10 Public Interaction 4 81 | @ New Worksheet 
11 Public Interaction 5 81 © Existing Worksheet | 
12 Public Interaction 6 75 Печ [+] 
13 Public Interaction 7 _ | seu Еси a 
14 Public Interaction 8 69 Choose whether you want to analyze multiple tables | 
15 Pranks 2 85 
16 Pranks 4 90 Camel | 
17 Pranks 5 73 4 
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STEP 2: Select the Students Table. Со to Insert > Pivot Table > 
New Worksheet 


Make sure to tick Add this data to the Data Model. Click OK. 


Insert Page Layout Formulas Data Review View Developer Help Design Q Tell me what you want to do 
г) mi- | га 


псев 2 B 53 PivotChart 
Tables Add-ins Charts Tours Sparklines 
E7 : jı 
A B С D E F G H l J 

Create PivotTable ? x 
1 V " 

choose the data that you want to analyze X e e | myexcel 09) nli ne. corr 
2 (@) Select a table or range 
3 Table/Range: Students * 
4 1 Q Use an external data source 
5 Choose Connection... 
6 Connection name udentld FirstName fll LastName f Nationality DateOfBirth IE 

- Use this workbook's Data Model a a B а 

7 Міскеу Mouse American 02/05/1991 

Choose where you want the PivotTable report to be placed 
8 © New Worksheet 2 Donald Duck o Rela 12/11/1992 
9 | ae 3 Goofy Goof American 15/04/1980 

Г] Existing Worksheet А 

10 | + 4 Daisy Duck French 16/02/1985 
11 | Locion: - 5 Huey Duck French 19/05/1986 
12 | Choose whether you want to analyze multiple tables 6 Scrooge McDuck Japanese 11/11/1983 
1з] [V] Add this data to the Data Model 7 Minnie Mouse Canadian 30/11/1983 
14 8 Louie Duck French 09/09/1985, 
B 2w) 


зе 202 a an 


STEP 3: Click All in PivotTable Fields and you should see both 
Tables there. 


Clipboard г Font rl Alignment fs 
C13 M fe | | 
PivotTable Fields - X 
A B C D 
1 T — — —1 Active All Ж 
28 Choose fields to add to report: + 
zi 
4 z] Search p 
= PivotTable2 
5 =| FE] Classes 
6 To build a report, choose T stud 
7 | fields from the PivotTable meen 
8 | Field List 
9 E 
10 | Drag fields between areas below: 
11 Sess 
12 B — | Y Filters lil! Columns 
il Гл [ | 
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STEP 4: Now we need to link them together! Go to PivotTable Tools 
> Analyze > Calculations > Relationships 


Developer Help Analyze Design Q Tell me what you want to d 


Slicer 
nest rx 
Timeline RY 


Refresh Change Data Actions - Pivi 
А =a Relationships 
M Source ~ 
ilter Data Calculations 
Click New. 
Manage Relationships ? X 
Status Table « Related Lookup Table 


Auto-Detect... 


Activate 


Deactivate 


Delete 


Close 
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STEP 5: There are 2 sides of a relationship when we want to link 
them together. 


The rule of thumb is the “Primary” Table should have no 
duplicates. This is the Students Table as it does not have 
duplicate Student Ids. 


The “Foreign” Table is where you have many transactions with 
duplicate values. This is the Classes Table as it has duplicate 
Student Ids. 


Set the following then Click OK: 
Table - Classes 

Column (foreign) - Studentld 

Related Table - Students 

Related Column (Primary) - Studentld 


| Create Relationship ? X 


Pick the tables and columns you want to use for this relationship 


Table: Column (Foreign): 

Data Model Table: Classes м | |Studentid v 

Related Table: Related Column (Primary): 

Data Model Table: Students Ў м 
Creating relationships between tables is necessary to show related data from different tables on the same report. 
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Click Close. 


Manage Relationships 2 х 
Status Table > Related Lookup Table 
Active Classes (Studentid) Students (Studentid) 
Auto-Detect... 
Edit... 
tivate 
Deactivate 
Delete 
Close 


STEP 6: In the ROWS section put in 
theStudents(FirstName) field. In the VALUES section put in the 
Classes (ClassName) field. 


With just that, you can see that Excel was able to show the results in 
a merged fashion without the need to use the VLOOKUP formula! 


PivotTable Fields 


ШЫЙ Active AI 


iB Active Field: Choose fields to add to report: #- 


А - IR | ш 
З f SWISDeE Studentld 


A B © C Grade 
1 — 
2 4 H] Students 


З |Row Labels - Count of ClassName =x Studentld 
4 Daisy V| FirstName 
5 Donald 
6 Goofy 
7 Huey 

8 Louie 

9 Mickey 
10 Minnie 
11 Scrooge 


Drag fields Ье! ееп areas belo 


Y Filters 


OÓ 5» 5 5»unmiUusemN 


12 Grand Total 
13 

14 

15 

16 FirstName * Count of ClassName ~ 
Az 

18 

19 

20 

21 

22 Defer Layout Update 


Sheet2 Sheet1 + 


w 
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Pivot Tables: Distinct Count 


When Pivot Table features were updated in Excel 2013, one that had 
been well overdue was the distinct or unique count. 


Previously when we created a Pivot Table and dropped a Customers 
field in the Row Labels and then again in the Values area, we got 
the "Total number of transactions" for each customer. 


But what about if we want to show the total unique customers? 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Click in your data source and go to Insert > Pivot Table 


Pivot Tables- Distinct Count.xlsx - Excel 


Page Layout Formulas Data Review View Help Design Q Tell me what you want to do 
F A z Р Е ~ Pr 
E © ВЕ Get Add-ins ы 12 ii ВЕ г зу "15 081 ^^ Me Mut | 5 
X b Ce al ба 22 ES | PER 
PivotTable Recommended Illustrations Ф My Add-ins ~ gi Recommended e: Е. ш Maps PivotChart 3D Line Column Win/ Slic 
PivotTables x Charts ч L— x x Map ~ Loss 
Tables Add-ins Charts fs; Tours Sparklines 
Al x fe CUSTOMERS 


1 

2 | Acme, inc. AMERICAS 4/13/2012 24,640 16,999 
3 | Widget Corp AMERICAS 12/21/2012 24,640 13,059 
4 123 Warehousing AMERICAS 12/24/2012 29,923 13,826 
5| Demo Company AMERICAS 12/24/2012 66,901 18,658 
6 | Smith and Co. AMERICAS 12/29/2012 63,116 19,949 
7 Foo Bars AMERICAS 6/28/2012 38,281 15,054 
8 ABC Telecom AMERICAS 6/28/2012 57,650 15,524 
Su Fake Brothers AMERICAS 6/29/2012 90,967 18,794 
10| QWERTY Logistics AMERICAS 6/29/2012 11,910 14,775 
11 | Demo, inc. AMERICAS 7/6/2012 59,531 10,870 
12| Sample Company AMERICAS 7/6/2012 88,297 16,134 
13| Sample, inc AMERICAS 9/8/2012 87,868 16,886 
14| Acme Corp AMERICAS 9/8/2012 95,527 19,530 
15 | Allied Biscuit AMERICAS 6/30/2012 90,599 17,151 
16| — Ankh-Sto Associates AMERICAS 12/23/2012 17,030 11,262 
17 Extensive Enterprise AMERICAS 12/8/2012 65,026 10,309 


Pivot Tables: Distinct Count | 426 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 2: The important step here is to check the Add this data to 
the Data Model box and press OK 


Create PivotTable ? x 


Choose the data that you want to analyze 
@ Select a table or range 
Table/Range: | Data Source ERs 
С) Use an external data source 


Connection name: 
Choose where you want the PivotTable report to be placed 
@ New Worksheet 
O Existing Worksheet 
Location: ER 


Choo e multiple tables 


cane 


STEP 3: This will create a Pivot Table. Now drop the Customers 
field in the Row and Values areas which will give you the "total 
transactions" for each customer. 


PivotTable Fields i 
Active — All 
Choose fields to add to report: H - 
Search о 
4 9 Data Source 2 
v| CUSTOME 
SALES R 
ORDER 
SALES с 
Drag fields betwe 
Y Filters 
= Rows 
CUSTOMERS hd Count of CUSTOMERS ~ 
Defer Layout Update 
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STEP 4: To get a Distinct Count, you need to click on the Values 


drop down for the Count of Customers and select the Value Field 
Settings 


PivotTable Fields Yee 


Active All 


Choose fields to add to report: H - 
Search 2 
4 9 Data Source 2 
|] CUSTOMERS 

SALES REGION 


[C] ORDER DATE 
[ ] SALES 


Drag fields between areas be Y Move to Report Filter 
lli Move to Row Labels 


Y Filters Move to Column Labels 


Remove Field 


= Rows 


CUSTOMERS 


Defer Layout Update 


STEP 5: Under Summarize Values By tab, select the last option, 
Distinct Count and press OK 


| Value Field Settings ? x 


Source Name: CUSTOMERS 
Custom Name: Distinct Count of CUSTOMERS 


Summarize Values By Show Values As 
Summarize value field by 


Choose the type of calculation that you want to use to summarize 
data from the selected field 


Number Format Cancel 
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You now have your distinct counts! 


B je 


nct Count 


= 


|7 [Distinct Count of CUSTOMERS 


Acme, inc. 

Ajax 

Allied Biscuit 
Ankh-Sto Associates 
Atlantic Northern 

Axis Chemical Co. 
Barrytron 

Big Kahuna Burger 

Big T Burgers and Fries 
Blammo 


BLAND Corporation 


е e e e км м FP мю о м e e м о м о ы 
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Pivot Tables: Filter by Dates 


There are an array of different Date filters in a Pivot Table. You can 
filter by a particular date range, for example: by this week, next 
month, next quarter, next year, last year, year to date and 
the list goes on and on. This is useful if you want to see what 
invoices are due to be paid this month or what sales transactions 
were included in a particular quarter. 


Below 1 show you a few quick Pivot Table filter examples. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Go to Row Labels and select Date Filters > Between 


5 Sum of SALES Column Labels 
6 Row Labels 2013 
al Sort Oldest to Newest 
Al Sort Newest to Oldest 
More Sort Options... 


Value Filters > 


Equals... 
Search P Before... 
pM] (Select All) A After... 
lv 15/01/2013 Between. Cho | 
89 14/02/2013 | TENER ] = 
M 16/03/2013 Tomorrow 
[Z] 15/04/2013 
lV 15/05/2013 Today 
ЕМ] 14/06/2013 Yesterday 
89 14/07/2013 е 
[V] 13/08/2013 NONSE 
кеМ] 12/09/2013 с This Week 
Pete Last Week 
OK Cancel Next Month 


This Month 
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STEP 2: Place a date range. Click OK. 


Show items for which the date 


racine 


‘isbetween — v] (01012014 || and 24/09/2014 | 


Your Pivot Table is now filtered by the dates! 


| Sum of SALES Column Labels 
Row Labels E 2014 
10/01/2014 53,586 
\09/02/2014 14,333 
11/03/2014 29,570 
10/04/2014 83,468 
10/05/2014 25,263 
109/06/2014 68,797 
(09/07/2014 49,562 
(08/08/2014 13,964 
07/09/2014 23,798 
| Grand Total 362,341 
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STEP 3: Let us try another one. Go to Row Labels and select Date 
Filters > Next Quarter 


| Todayis 24/09/2014 


Sum of SALES Column Labels 


Row Labels 


Sort Oldest to Newest 
Sort Newest to Oldest 
More Sort Options... 
Clear Filter From 'ORDER DATE* 
Value Filters > Equals... 
Search Р Before... 
pM (Select All) ^ After... 
[М] 15/01/2013 pi 
09 14/02/2013 Dane 
M 16/03/2013 Tomorrow 
М] 15/04/2013 
i Today 
Г 15/05/2013 
E 14/06/2013 Yesterday 
М] 14/07/2013 
I 13/08/2013 Next Week 
М1 12/09/2013 ә This Week 
BEEN Last Week 
OK Cancel Next Month 
This Month 
Last Month 


Your Pivot Table is now filtered by the next quarter! 


(This tip only works if your Pivot Table's dates and the today's date 
are within the same year) 


Todayis 24/09/2014 
Sum of SALES Column Labels 


[Row Labels 2014 

(07/10/2014 16,843 
[06/11/2014 78,715 
(06/12/2014 80,780 
[e Total 176,338 
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Pivot Tables: Filter Top 5 Customers 


You can easily Filter your Pivot Table to show your Top X 
customers. There are lots of different Value Filters to choose 
from and one of my favorites is the Top 10 Filter. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Here is our Pivot Table: 


Sum of SALES Column Labels 
Row Labels 2015 
Acme, inc. 113,918 
Demo Company 106,826 
Widget Corp 94,378 
Foo Bars 85,607 
123 Warehousing 75,088 
Fake Brothers 43,216 
Smith and Co. 41,632 
ABC Telecom 14,659 
Grand Total 575,324 


Pivot Tables: Filter Top 5 Customers | 433 } TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 1: Go to Row Labels > Value Filters > Top 10 


5 5ит ої 5А1Е5$ Column Labels fj 


Row Labels 2015 


2| SortAtoZ 
SortZtoA 
More Sort Options... 


WK | Clear Filter From “CUSTOMER 
+ Largest to Smallest by Sum of SALES 


Label Filters * lestto Largest 
F WK Clear Filter 


Search P| Equals... 


p- M] (Select АІ) Does Not Equal... 
1) 123 Warehousing 
ABC Telecom Greater Than... 

Acme, inc. Greater Than Or Equal To... 


Less Than... 
Fake Brothers 
[V] Foo Bars Less Than Or Equal To... 
| [v] Smith and Co. то 
--[v] Widget Corp 
Not Between... 


5 == = 


Pivot Tables: Filter Тор 5 Customers | 434 ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


Your pivot table is now filtered! 


Sum of SALES Column Labels 
Row Labels 2015 
Acme, inc. 113,918 
Demo Company 106,826 
Widget Corp 94,378 

Foo Bars 85,607 

123 Warehousing 75,088 
Grand Total 475,817 
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Pivot Tables: Icon Sets 


An Icon Set is a Conditional Formatting icon/graphic that you can 
include in your cells or Pivot Tables. 


The icon will depend on the cell’s value so you can highlight key 
variances or trends. There are a few sets that you can include, like: 


DIRECTIONAL (Change in values) 


Directional 


oy 954 


А = Vv TAW У 
2759 TA» AP 
г лә м 


SHAPES (Milestones) 


Shapes 

eoo ооо 
өл © 00 
09650 


INDICATORS (Positive/Negative) 


Indicators 


© 9 Q fix 
ree 

RATINGS (Scores) 
Ratings 
w Ў oll! «000 ul all 
@ovoeo all! ofl!) anl all 
OB в 


| show you how easy it is to insert an Icon Set within a Pivot Table 
that will show a "directional icon" depending on the change of the 
monthly sales values. 
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So when monthly sales increase from the previous month, a green 
up arrow is shown and when monthly sales decrease, a red down 
arrow is shown. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Place the SALES Field in the Values area, the MONTH Field 
in the Rows area and the YEAR Field in the Columns area. 


PivotTable Fields х 
У Choose fields to add to report: Gr 
6 Sum of SALES Column Labels 
Search pP 
7 Row Labels [| 2013 
8 January 26,884 53,586 56,959 Cea B 
- REGION 
9 |February 46,174 14,333 47,189 ORDER DATE а 
10 | March 44,802 | 29,570 | 37,544 MONT E = 
11 | April 49,049 83,468 53,413 
m Drag fields b areas below: 
12 |May 80,369 25,263 20,816 
Si T Fi ИІ 
13 June 53,522 68,797 85,607 ЕЕЕ е 
14 July 67,320 49,562 14,659 
15 August 66,663 13,964 43,216 
16 |September 58,146 23,798 56,959 = Rows > Values 
E MONTH Y Sum of SALES ы 
17 October 83,288 16,843 47,189 
18 November 22,024 78,715 37,544 
| 19 |Dece ar 64.750 80.780 74.229 v _ 
PivotTable | Data | @ «I > | Defer Layout Update 
Ready $3 в ш EU] - 4 + 120% 
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STEP 2: Place the SALES Field in the Values area a second time. 
Click on the Sum of SALES2 field and select Value Field Settings 


PivotTable Fields DES 


Choose fields to add to report: т 


Ѕеагсһ 2 
CUSTOMER 2 
REGION 
ORDER DATE 

У] SALES Move Up 

v| MONTH 

Move to Beginning 

Drag fields betwe 

Filters Move to Report Filter 
Move to Row Labels 
Move to Column Labels 
eem X Remove Field 
MONTH 
Defer Layout Update 


Go to Show Values as and from the from down select Difference 
From. Select these parameters: 


Base field: MONTH 


Base item: (previous) 
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Value Field Settings ? x 


Source Name: SALES 
Custom Name: Sum of SALES2 


Summarize Values By Show Values As 


Show values as 
Base field: Base item: 
REGION 
ORDER DATE January 
February 
March 
April M 


Number Format Cancel 


STEP 3: Click in a variance cell. Go to Home » Styles » Conditional 
Formatting » Icon Sets » The First Icon Set 


Icon Sets In A Pivot Table.xlsx - Excel t 
Formulas Data Review View Developer Help Power Pivot Analyze Design Q Tell me what you want to do 
yu МА А | =~ = v- 2° Wrap Text General м Е 2 ШУ z^ eco Ex PE г ME: 
== Fill 
$1: ‚| == = >= | Е = Ж eo 00 Conditional Formatas Cell Insert Delete Format Sort 
ML M MIC Merge & Center а Formatting” Table- Stles- | - ~ + Ê Clear- Filte 
nt [7] Alignment 5 Number = Cells Editing 
Ere; Highlight Cells Rules " 
19290 = 
Top/Bottom Rules" 
B С D E F “fo S| NI К 
g = ~~ PivotTable Fields 
=] L 
НЕЗ Data Bars Choose fields to add to report: 
риз | 
i-i Color Scales , <= 
2014 2015 Directional 
Sum of =| Icon Sets » DY ^э ү 
of SALES  SumofSALES2 S mofSALES Sum of SALES; SALES vu А с ч RAUY 
=i New Rule... 
6,884 53,586 56,959 ES cues ; T2*V ADAY 
æ Clear Rules ^ 2 3 ES Vy 
6,174 oam 14,333 -39253 47,189 [Ej Manage Rules... E 
4,802 -1372 29,570 15237 37,544 -9645 eoo BOB de 
9,049 4247 83,468 53898 53,413 15869 0^9 eoee : 
0,369 31320 25,263 -58205 20,816 -32597 #200 E 
3,522 -26847 68,797 43534 85,607 64791 000 vIx | 
7,320 13798 49,562 -19235 14,659 -70948 >р р Д 
16,663 -657 13,964 -35598 43,216 28557 Em in 
8,146 -8517 23,798 9834 56,959 13743 ЖУ FFFE BB 
3,288 25142 16,843 -6955 47,189 -9770 e 23 € OO ddddd 
ig = Т - - -BEREE 


More Rules... 
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STEP 4: Make sure to select the third option. This excludes the 
Subtotals and Grand Totals. 


Column Labels M 


2013 2014 2015 
Sum of 
Row Labels Ed SumofSALES  SumofSALES2 Sum of SALES Sum of SALES: SALES Sum of SALES2 
January 26,884 53,586 56,959 
|| February 46,174 Ф: 19290 4,333 -39253 47,189 -9770 
.| March 44,802 -1372 Apply formatting rule to ... 
_ April 49,049 4247 B eem 


О А cells showing "Sum of SALES2" values 


|| May 80,369 31320 
„June 53,522 -26847 5, 713532 85, 

July 67,320 13798 49,562 -19235 14,659 -70948 
, August 66,663 -657 13,964 -35598 43,216 28557 
` September 58,146 -8517 23,798 9834 56,959 13743 
| October 83,288 25142 16,843 -6955 47,189 -9770 
————À r 


STEP 5: Go to Home » Styles » Conditional Formatting » Manage 
Rules 


Icon Sets In A Pivot ТаЫе.хіѕх - Excel 


Formulas Data Review View Developer Help Power Pivot Analyze Design Q Tell me what you 
% Cut | Tm SET FP cu н ==) LI Е 
i Fu | Calibri vill VIA А == %7 $2 Wrap Text General м іар | EA A é 
| - == | == >= | кє РА z «0 00 Condi 
И ‘ © Format Painter | B I U~- - O- Ay) = = SX меда Center $-96» 8 38 nacti pae Sdn: r 
Clipboard Is Font m Alignment Is Number Is € 
Et; Highlight Cells Rules ? 
C10 M E p 19290 N 
- > 
4 А | B | б D E F Ue Top/Bottom Rules a 
5 Ea Data Bars › 
6 Column Labels 
R E Color Scales › 
9 2013 2014 2015 
Sum of HEH Icon Sets , 
8 Row Labels Fa SumofSALES Sum of SALES2 Sum of SALES Sum of SALES: SALES 
Ej Мем Кие... 
9 |Јапиагу 26,884 53,586 56,959 БЫ Clear Rules Н 
10 | February 46,174 [> 19290 | 14,333 Ҹи -39253 47,189 [С] Manage Rules... 
11 |March 44,802 => -1372 29,570 => 15237 37,544 => -9645 
12 |April 49,049 => 4247 83,468 Җ\ 53898 53,413 => 15869 
13 |May 80,369 Ф 31320 25263 Ҹи -58205 20,816 Ҹи -32597 
14 June 53,522 Ҹу -26847 68,797 Йй 43534 85,607 4 64791 
15 July 67,320 => 13798 49,562 =% -19235 14,659 wh -70948 
16 | August 66,663 Ф -657 13964 Ҹи -35598 43,216 (f 28557 
17 |September 58,146 => -8517 23,798 D> 9834 56,959 => 13743 
18 | October 83,288 Ф 25142 16,843 D> -6955 47,189 = -9770 
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Select Edit Rule. 


Conditional Formatting Rules Manager 


Show formatting rules for: This PivotTable 


[Edit Rule... | >< Delete Rule | | a © 


Rule (applied in order shown) Format Applies to 


Sum of SALES2, MONTH | YEA 


Stop If True 


R 


Close Apply 


Set the settings to the ones shown below. This will 
show the arrow icons only - A green arrow for positive, an orange 
for zero and a red arrow for negative. 


set the column to 


Edit Formatting Rule 


Apply Rule To: |-SCS9 
O Selected cells 
О) All cells showing “Sum of SALES2" values 
(8) All cells showing "Sum of SALES2" values for "MONTH" and "YEAR 


Select a Rule Type: 


» Format all cells based on their values 
» Format only cells that contain 


» Format only top or bottom ranked values 
» Format only values that are above or below average 
» Use a formula to determine which cells to format 


Edit the Rule Description: 


Format all cells based on their values: 
Format Style: | icon Sets v| | Reverse Icon Order 


ove NENNEN 


Display each icon according to these rules: 


fh | ~ | when value is 


> М when < Oand 


wv hái when « 0 


Icon Type 


Cancel 
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Your icons are now ready in your Pivot Table! 


Bonus Tip: Click on the cell with the title Sum of SALES2 and 
manually change the name to Variance. 


Column Labe E v | 


2013 


Row Labels Ы sumof SALES SumofSALES2 SumofSALES Sum of SALES SA Sum of SALES2 


[ ^ = 
7 
@ 
v 
@ 
v 
v 
@ 
v 
Ф 


эезееєеэе зээ є 
>€eEeDDEe DEDEESE 
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Pivot Tables: Show Report Filter 
Pages 


When you are using an Excel Pivot Table you can show the items 
within the Report Filter on separate sheets inside your workbook. 


Say that you have created an awesome Pivot Table which shows total 
sales and number of transactions per region. 


You can drop in your Customer field in the Report Filter and 
replicate the Pivot Table for each of your customers in a separate 
Sheet. 


See how you can do this below. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Here is our data: 


CUSTOMER | — REGION _ ORDER DATE | SALES | MONTH | YEAR | 


Acme, inc. NORTH 13/04/2014 $1,000,000 April 2014 
Widget Corp SOUTH 21/12/2014 $1,500,000 December 2014 
123 Warehousing EAST 15/02/2014 $2,000,000 February 2014 
Demo Company WEST 14/05/2014 $2,500,000 May 2014 
Smith and Co. NORTH 28/06/2015 $63,116 June 2015 
Foo Bars SOUTH 15/01/2015 $38,281 January 2015 


Here is our Pivot Table: 
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Row Labels Ы Sum of SALES Count of SALES2 
EAST 2,000,000 a 
NORTH 1,063,116 2 
| SOUTH 1,538,281 2 

WEST 2,500,000 1 

Grand Total 7,101,397 6 


STEP 1: Drop the Customer Field in the report filter. 


PivotTable Field List 


Choose fields to add to report: 


[_]cusTOMER 
[V] REGION 
[ORDER DATE 
[v|SALES 
[Г]момтн 
[YEAR 


Drag fields between areas below: 
Ww! Report Filter КЕ Column Labels 


— 
a 


Sum of SALES 
Count of SALES2 


C] Defer Layout Update 


Pivot Tables: Show Report Filter Pages | AAA ) TABLE & PIVOT TABLE 


Go back to Table and Pivot Table Tips Go to Table of Contents 


STEP 2: Go to Options > Options Drop Down > Show Report Filter 
Pages 


Home Insert Page Layout Formulas Data Review View RC Developer MyExcelOnline Vertex42 Options | 


PivotTable Name: Active Field: эт 9 Group Selection A DH E a à i7) Clear ~ Giz] Summarize Values By ~ P 

PivotTable9 Count of SALES2 & Ungroup == че ER Select ~ [E] Show Values As ~ Bac 
- | Z| Sort Insert | Refresh Change Data „a : ae 

Өң Field Settings = | E] Group Field А Slicer ~ - Source» | 8 Move PivotTable | [iğ] Fields, Items, & Sets" | 8 у 


Options | Group Sort & Filter 


By Koi] m- 


Data Actions 


Calculations 


Generate GetPivotData 


STEP 3: Press OK. 


Show all report filter pages of: 


CUSTOMER 


Each customer's pivot table will show in a unique sheet! 


B fan БЕГ 
CUSTOMEIFoo Bar-T| 


2 

3 ROW Е) - | Sum of SA Count of 
4 SOUTH 38,281 1 

5 GrandTot 38,281 1 

f 


Demo Compan Smith and Co. .“ Widget Cor 
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Pivot Tables: Sorting a Pivot Table 


There are a few ways that you can Sort a Pivot Table. You can Sort 
the Row/Column Labels as well as Values within a Pivot 


Table. Below І show you three quick ways. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: You can sort by clicking a cell & dragging each row item 


up or down 


Sum of SALES Column Labels M 
Row Labels v | 2014 
Widget Corp 68,797 
Fake Brothers 164,248 
Demo Company 13,964 
Acme, inc. 25,263 
Smith and Co. 77,384 
123 Warehousing 49,562 
ABC Telecom 108,285 
31,176 
Grand Total 538,679 


This is now the sorted result: 


2015 
94,378 
43,216 
106,826 
113,918 
41,632 
75,088 
14,659 
85,607 

575,324 


2013 

129,462 
66,663 
113,799 
85,030 
80,369 
66,826 
67,320 
53,522 
662,991 


Grand Total 
292,637 
274,127 
234,589 
224,211 
199,385 
191,476 
190,264 
170,305 

1,776,994 


Sum of SALES Column Labels FJ 
Row Labels EA 2014 2015 2013 Grand Total 


| 123 Warehousing 49,562 75,088 66,826 191,476 
| ABC Telecom 108,285 14,659 67,320 190,264 
|Acme, inc. 25,263 113,918 85,030 224,211 
| Demo Company 13,964 106,826 113,799 234,589 
|Foo Bars 31,176 85,607 53,522 170,305 
| Fake Brothers 164,248 43,216 66,663 274,127 
Smith and Co. 77,384 41,632 80,369 199,385 
|widget Corp ] 68,797 94,378 129,462 292,637 
| Grand Total 538,679 575,324 662,991 1,776,994 
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STEP 2: You can also sort by typing an existing cell value 


In our example, we are typing Widget Corp, which is currently 
located at the last row. 


Sum of SALES Column Labels 8 
Row I ahels A 2014 Grand Total 
49,562 75,088 66,826 


191,476 


108,285 14,659 67,320 190,264 
Acme, inc. 25,263 113,918 85,030 224,211 
Demo Company 13,964 106,826 113,799 234,589 
Foo Bars 31,176 85,607 53,522 170,305 
Fake Brothers 164,248 43,216 66,663 274,127 
Smith and Co. 77,384 41,632 80,369 199,385 


68,797 94,378 129,462 292,637 
Grand Total 538,679 575,324 662,991 1,776,994 


123 Warehousing gets pushed down, and Widget Corp moves to the 
top row. 


Sum of SALES Column Labels M 
Row Labels [xd 2014 2015 2013 Grand Total 
Widget Corp 68,797 94,378 129,462 292,637 
123 Warehousing | ‘Sum of SALES 75,088 66,826 191,476 
| 3 

Value: 68,797 
ABC Telecom IRow: Widget Corp 14,659 67,320 190,264 
Acme, inc. ‘Column: 2014 | 113,918 85,030 224,211 
Demo Company 13,964 106,826 113,799 234,589 
Foo Bars 31,176 85,607 53,522 170,305 
Fake Brothers 164,248 43,216 66,663 274,127 
Smith and Co. 77,384 41,632 80,369 199,385 
Grand Total 538,679 575,324 662,991 1,776,994 
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STEP 3: You can also sort by right clicking. 
Try it on any company name and select Sort > Sort A to Z 


Our table will be sorted in alphabetical order based on the company 
name. 


A B | C |» | E | 


Sum of SALES Calibri ~/11 ~ A A $-96? 
Row Labels BIr=EQ-A-°H- BB 2013 Grand Total 


6 
7 Widget Corp | — 68.797 94,378 129,462 292,637 
8 123 Warehousing © ©°РУ 75,088 66,826 191,476 
9 |ABC Telecom ee 14,659 67,320 190,264 


10 |Acme, inc. 224,211 
11 [Demo Company 234,589 
12 |Foo Bars 170,305 
13 |Fake Brothers V See ee More Sort Options... 274,127 
14 |Smith and Co. Expand/Collapse ' 41,632 80,369 199,385 
15 Grand Total 88 Group... 575,324 662,991 1,776,994 
16 ag Ungroup... 
Move › 


XX Remove "CUSTOMER" 
[Ө Field Settings... 

PivotTable Options... 
Él Show Field List 
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Try it also on the Grand Total column. Right click and select Sort > 
Sort Smallest to Largest 


4 A B | C D E F | 6| H ] ERI 

4 

5 Sum of SALES Column Labels 

С Row Labels E 2014 2015 2013 оо CU cU Ars 
=> - = е 69 00 q 

7 |123 Warehousing 49,562 75,088 66,826 19147 T M 2-А-Б-зл 

8 [ABc Telecom 108,285 14,659 67,320 190,26^ 

: Bg Copy 

9 |Acme, inc. 25,263 113,918 85,030 224,21 

zc a Format Cells... 

10 [Demo Company 13,964 106,826 113,799 234,58 

H Number Format... 

11 |Fake Brothers 164,248 43,216 66,663 274,12 

— [2 Refresh 

12 |Foo Bars 31,176 85,607 53,522 


13 |Smith and Co. 77,384 41,632 80,369 

zx Sort Largest to Smallest 
14 | Widget Corp 68,797 94,378 129,462 292,63 

NES n Summarize Values By » More Sort Options... 
15 Grand Total 538,679 575,324 662,991 1,776,9‹ ' 

F Show Values As » 

16 . 

E += Show Details 
17 
В| 5e Value Field Settings... 
= PivotTable Options... 

E E Show Field List 
20 


Our table is now sorted in ascending order by the Grand Total 
values! 


^ А B C D E 

4 

5 Sum of SALES Column Labels @ 

6 Row Labels 2014 2015 2013 Grand Total 
7 |Foo Bars 31,176 85,607 53,522 170,305 

8 |ABC Telecom 108,285 14,659 67,320 190,264 

9 |123 Warehousing 49,562 75,088 66,826 191,476 


10 |Smith and Co. 77,384 41,632 80,369 199,385 
11 |Acme, inc. 25,263 113,918 85,030 224,211 
12 |Demo Company 13,964 106,826 113,799 234,589 
13 Fake Brothers 164,248 43,216 66,663 274,127 
14 |Widget Corp 68,797 94,378 129,462 292,637 
15 Grand Total 538,679 575,324 662,991 1,776,994 
16 
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11 Excel Data Entry Form Tips 


JJo» eunu(;€)e»xe/u 


Data Entry Forms is an extremely useful feature if inputting data is 
part of your daily work. 


It can help you avoid the mistakes and make the data entry 
process faster. It also helps you focus on one record at a time! 


It is a convenient and faster way to input records in Excel by 
displaying one row of information at a time without having to move 
from one column to another. 


Whenever | wanted to enter data in Excel, it would take me a very 
long time to input these records one by one, but | discovered a 
handy trick that can turn my Excel Table into a handy Excel Data 
Entry Form! 


1 COMMENTS 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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Create Form in Excel 


Say goodbye to inputting entering data into this Table row by row 
by row by row.... 


Follow the steps below: 


STEP 1: Convert your Column names into a Table, go to Insert> 
Table 


E F G | 


H 
1 —M LAST NAME v GENDER + BIRTHDAY [-| COMMENTS v 
2 ж 


Make sure My table has headers is also checked. 


Insert 
[mmm] 
i> 


PivotTable Recommended 
PivotTables 


Tables Illu 


ас. 


Pictures 


Create Table ? 


Where is the data for your table? 
=$А$1:$1$1 


STEP 2: Let us add the Form Creation functionality to understand 
how to make a fillable form in Excel. 


Go to File > Options 
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Account 


Feedback 


Options 


STEP 3: Go to Customize Ribbon. 


Go to Table of Contents 


Select Commands Not in the Ribbon and Form. This is the 


functionality we need. Click New Tab. 


Excel Options 


General 


"t Customize the Ribbon. 


Formulas 


Choose commands from 
Proofing 
Commands Not in the Ribbon м 2 
Save 
Language Ф Erase Border r 


ЕЗ Expand Drawing 
Advanced Г Exponentiation Sign 
E3 Fit Drawing to Contents 
4 ortal 


© Free Rotate 
4 Freeform: Scribble 
t 


Flip Ho 


Quick Access Toolbar 


Add-ins 


Trust Center 
Freeform Shape 
[S] Freeze Panes 


[7] Group Box (Form Contre 


Help improve Office? 
[+ Hide Ribbon 
[ Image (ActrveX Control 
d Import External Data 
Insert a Power View Report 


Insert Page Break 
27) Insert Slicer 
T Inside Borders 


Inside Honzont. 
Inside Vertical Border 
| isosceles Triangle 
Justify 


A Label (ActiveX Control 
AQ Label (Form Control 
{ Left Brace 

E " Left Parenthesis - 


Customize the Ribbon 


Main Tabs ~ 


Main Tabs 
& И Background Removal 
= Ed Home 
® Clipboard 
D Font 
© Alignment 
& Number 
8 Styles 
© Cells 

& Editing 
© insert 
5 Page Layout 


® ома = 
® EJ Review 

* E View 

$ A Developer 

& Add-ins 

+ Power Pivot 


4 New Group Rename 


Customaations [ Reset * 


Import/Export ~ 


OK Cancel 
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STEP 4: Under the New Tab, select New Group, and click Add. 


This will add Forms to a New Tab in our Ribbon. 


Excel Options 


General 


Formulas 
Data 
Proofing 
Save LU 
Language Iz 
Ease of Access 
Advanced 
Customize Ribbon 
Quick Access Toolbar 
Add-ins 


Trust Center 


az EIE sS C V а ® ETE 


r 


Г 
oe 


BER 1@L 3557 


“| Customize the Ribbon. 


Choose commands from: G 


Commands Not in the Ribbon 


Email 

End Review... 

Equal Sign 

Erase Border 

Expand Drawing 
Exponentiation Sign 
Fit Drawing to Contents 
Flip Horizontal 

Flip Vertical 

Form... 

Forward 

Free Rotate 

Freeform: Scribble 
Freeform: Shape 
Freeze First Column 
Freeze Panes 

Freeze Top Row 

From Access (Legacy) 


From Data Connection Wizard (L... 


From OData Data Feed (Legacy) 
From SQL Server (Legacy) 

From Text (Legacy) 

From Web (Legacy) 

From XML Data Import (Legacy) 
Group Box (Form Control) 

Help Improve Office? 

Hide Ribbon 

Highlight Changes... 

Image (ActiveX Control) 

Import External Data 


Customize the 
Main Tabs 


Main Tabs 


= Ноте 


Font 


Cells 


а 


C] Draw 


+ Data 
+ Review 
3 [7] View 


+ 


[v] Add-ins 
9 (v Help 


3] [v] Background Removal | 


Editing 


Page Layout 
Formulas 


Ribbon: 


+] Clipboard 
* 

+ Alignment 
+] Number 
+ 
+ 
+ 


Styles 


О Developer 


| New Tab 


New Group | Rename... 


Customizations: Reset v 


Import/Export ¥ | 


Notice that there is also a Rename button, you can use it to rename 
the New Tab and New Group into something more descriptive, like 


Form: 


El М Form (Custom) 
El Form (Custom) 


FE Form 


11 Excel Data Entry Form Tips | 455 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


STEP 5: Select your Table, and on your new Form tab, select Form. 


File Home Insert Page Layout Formulas Data Review View Power Pivot Design Q Tell me what you \ 


El Y fe FIRST NAME 
E F G H l 
1 FIRST NAME v LAST NAME M GENDER v BIRTHDAY v COMMENTS x| 


STEP 6: A new Form dialog box will pop up! 
Input your data into each section. 


Click New to save it. Repeat this process for all the records you 
want to add. 


Press Close to get out of this screen and see the data in your Excel 
Table. 


Data_Table ? x 
FIRST NAME: | John A New Record 
LAST NAME: | Doe 
GENDER: Male Delete 
BIRTHDAY: — 1/1/1990 © Restore — 
COMMENTS: | hello! 
Find Prev 
Find Next 
E 
Close 


You can now use this new form to continually input data into your 
Excel Table! 
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Add to Quick Access Toolbar (QAT) 


Now that you have learned how to create a form in Excel, let’s put 
them on your QAT for easy access. 


To add to the Quick Access Toolbar (QAT), follow the steps below: 
STEP 1: Click on the small arrow right next to QAT. 


Top-15-Data-Entry-Form- 


File Home Insert Page Layout Formulas Data Re 

Nn E Calibri 42 ЈА к | = – y- 
8 ~ me 

joo NIU- Ho~- A~] RME == 

Clipboard Гы Font Is Align 


STEP 2: Click on More Commands from the dropdown list. 


Top-15-Data-Entry-Form-Tips-and-Tricks + 


File Home Insert Page 1 Customize Quick Access Toolbar Review View Help 


v Automatically Save 
Nn т Calibri mE 4 ab, Wrap Text 
Biag aos ee eee New 
hi Open 
i f fs 
Clipboard E] Font ES gnment 
Al i fe Email 
A B Quick Print E F 

1 Ium NAME er н н SALARY REGIO 
2 John Doe : $72,044 Northec 

1 Spelling 
3 Talon Ferguson $92,654 Northwe 

] р v Undo 
4 | Doris Velez | . $55,608 Northwe 
5 | Talon Michaloudis — v Redo $85,646 Southwe 
6 | Cain Sawyer l Sort Ascending $56,945 Southee 
7 | Giacomo Trujillo | Sort Descending | $66,551 Northez 
8 | Holly - Coffey 3 Touch/Mouse Mode $86,456 Southwe 
9 
10 | 
T Show Below the Ribbon 
12 | 
12 
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STEP 3: In the Excel Options dialog box, select All Commands from 
Choose commands from list. 


Excel Options 


General 

Formulas 

Data 

Proofing 

Save 

Language 

Ease of Access 
Advanced 
Customize Ribbon 
Quick Access Toolbar 
Add-ins 


Trust Center 


N 


EE Customize the Quick Access Toolbar. 


Choose commands from:© 


Popular Commands [7] 


Popular Commands ^ 


File Tab 
Print Preview Tab 


Background Removal Tab 
Home Tab 

Aditi Tab 

Insert Tab 

Draw Tab 

Page Layout Tab 


| Adi» | 


Formulas Tab 
Data Tab 
Review Tab 
View Tab 
Developer Tab 
Add-ins Tab 
Help Tab 

Power Pivot Tab 


SmartArt Tools | SmartArt Design Tab м 


? x ! 

Customize Quick Access Toolbar: G | 

For all documents (default) т, 
Ы AutoSave 
E Save 
v) Undo > 

Ç Redo | 

рун S En - 


STEP 4: Select Form from the list and then click on Add»». 
? x 


Excel Options 


General 

Formulas 

Data 

Proofing 

Save 

Language 

Ease of Access 
Advanced 
Customize Ribbon 
Quick Access Toolbar 
Add-ins 


Trust Center 


ЕЗ Customize the Quick Access Toolbar. 


Choose commands from: 


| All Commands 


Forecast 


Format 3D Model... 

Format as Table › 
Format Cells 

Format Chart 

Format Graphic... 


Format Painter 
Format Picture 
Format Picture 
Format Shape 


FERAE SENSE 


«d Format Text Effects 
Formula Auditing (о 
Forward 
Fraction » 
Free Rotate 


Freeform: Scribble 

Freeform: Shape 

Freeze First Column 

Freeze Panes 

Freeze Panes » 
Freeze Top Row 


BEEEDSC- Ll 


Customize Quick Access Toolbar: @ 


For all documents (default) v 
H AutoSave 
Ы Save 
V) Undo |» 
СУ Redo |» 
Frietamiza tinne Весе т i) 
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STEP 5: Form is now available in the Customize Quick Access 
Toolbar. Click OK. 


Excel Options ? x 
General Е : 
Ea Customize the Quick Access Toolbar. 
Formulas 
Choose commands from:© Customize Quick Access Toolbar: © 
Data All Commands ра | For all documents (default) X | 
Proofing 
Save Forecast (>) ^ H AutoSave 
Forecast Sheet Save 
d Form... V) Undo |» 
Ease of Access Format › ы Redo |» | 
Format 3D Model... Form... | 
a Format as Table › 
Customize Ribbon Format Cells 
Format Chart 
eee ee Format Graphic... 
Add-ins Format Painter 


Format Picture 


Format Picture * 


Format Shape 


Trust Center 


Format Text Effects SUME Е 
Formula Auditing B 

Forward 

Fraction 4 


Free Rotate 
Freeform: Scribble 
Freeform: Shape 
Freeze First Column 


Freeze Panes 


Така ш ASC+L ХФФКАФе ФИН 


Freeze Panes › 
Freeze Top Row ы 
Customizations: Reset v Ü 
Show Quick Access Toolbar below the ustomuzanons cm! 
Ribbon Import/Export v |© 


Data Entry Form is now part of your Quick Access Toolbar. 


AutoSave (6 Ott) zs Top-15-Data-Entry-Fo 
File Home Insert Page Layout Formulas Data Rev 
fig Calibri Јо ЈА л | = SILE 
Paste © IE. = 8 = == 

wv < Бадә ae ЕЕ. x (EE REO 
Clipboard fy Font Гы Alignr 
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Access the Form anytime 


To access the Excel Data Entry Form, click on any cell in the table 
and click on the Form icon in Quick Access Toolbar. 


File Home Insert Page Layout Formulas Data Review View Help Power Pivot Table Design 
Еу 4 Calibri «2 +A == Y. марте General Y ЕҢ EY 87 
[i m 
Conditional Formatas Cell 


Ry QA. A, ҸЕ == =z Е wv + «0 .00 
ED š $ % 9 шз Formatting ~ Tablev Styles ~ 


Number гы Styles 


BIRTHDAY REGION 


1 

2 John 21-Jan-90 Northeast 

3 Talon Ferguson Male 2-Oct-92 Northwest | 
4 Doris Velez Female 7-Aug-91 555,088 Northwest | 
EN Talon Michaloudis Male 27-Nov-95 $85,646 Southwest | 
6| Cain Sawyer Male 15-Apr-91 $56,945 Southeast 
7| Giacomo Trujillo Male 6-Mar-90 $66,551 Northeast l 
8 Holly Coffey Female 19-Sep-91 $86,456 Southwest | 
9 

10 

11 | 

12 


If you try to access the form when you haven't selected a cell 
within the data table, you will receive an error message like the 
one shown below: 


Microsoft Excel x 


A This can't be applied to the selected range. Select a single cell in a range and try again. 
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Browse through Records 


To navigate through the existing records, simply use the Find 
Previous and Find Next buttons available on the Data Entry Form. 


A B [s D E F G H | 
1 FIRST NAME | LAST NAME | GENDER | BIRTHDAY SALARY REGION 
2 John 1 Doe Male 21-Jan-90 $72,044 Northeast 
3 Talon Ferguson Male 2-Oct-92 $92,654 Northwest Data_Table ? х 
4 Doris Velez Female 7-Aug-91 $55,608 Northwest FIRST NAME: john " 1of7 
5 Talon Michaloudis Male 27-Nov-95 $85,646 Southwest 
LAST NAME: Doe New 

6 Cain Sawyer Male 15-Apr-91 $56,945 Southeast 

| СЕМОЕВ: Male Delete 
7 Giacomo Trujillo Male 6-Маг-90 $66,551 Northeast 

BIRTHDAY: 21-01-1990 ‹ 
8 Holly Coffey Female 19-Sep-91 $86,456 Southwest , > Безине 
9 SALARY: 72044 
Find Prev 
10 REGION: Northeast 
Find Next 

11 
12 Сгйепа 
13 Close 
14 
15 V 


You can also use the scroll bar to go through the records one after 
the other. 


Data Table ? x 
FIRST NAME: John ^ 1 of7 
LAST NAME: Doe New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 EE 
SALARY: 72044 
Find Prev 
REGION: Northeast 
Find Next 
Criteria 
Close 


This will save time when you have a data with multiple columns and 
records. 
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Edit Existing Record 


Go to Table of Contents 


Use the Find Previous and Find Next buttons to search for the 
record you want to edit. 


A B с D E E 
1 FIRST NAME | LAST NAME GENDER BIRTHDAY SALARY REGION 
2 John Doe Male 21-Jan-90 $72,044 Northeast 
3 Talon Ferguson Male 2-Oct-92 $92,654 Northwest 
4 Doris Velez Female 7-Aug-91 $55,608 Northwest 
5 Talon Michaloudis Male 27-Nov-95 $85,646 Southwest 
6 Cain Sawyer Male 15-Apr-91 $56,945 Southeast 
7 Giacomo Trujillo Male 6-Mar-90 $66,551 Northeast 
8 Holly Coffey Female 19-Sep-91 $86,456 Southwest | 
9 4 
10 | 
1 
12 | 
13 | 
14 
15 


G H ! 
Data_Table ? x 
FIRST NAME: John a 1of7 
LAST NAME: | Doe New 
GENDER: Male Delete 
BIRTHDAY: | 21-01-1990 Restore 
SALARY: 72044 

Find Prev 
REGION: Northeast 
Find Next 
Criteria 
Close 
v 


Once you find the desired record, simply make the necessary 


changes and hit Enter in Excel. 


2 

3 Talon 
4 Doris 

5 Talon 
6 Cain. 

7 Giacomo 
8 Holly 
9 


Ferguson Male 
Velez Female 
Michaloudis Male 
Sawyer Male 
Trujillo Male 
Coffey Female 


D 


2-Oct-92 
7-Aug-91 
27-Nov-95 
15-Apr-91 
6-Маг-90 
19-Sep-91 


E 


$92,654 
$55,608 
$85,646 
$56,945 
$66,551 
$86,456 


F 


Northwest 
Northwest | 
Southwest 
Southeast 


Northeast | 
Southwest | 


Data Table 

FIRST NAME: Talon 
LAST NAME: | Ferguson 
GENDER: — Male 
BIRTHDAY: 02-10-1992 


Northwest 


SALARY: 


REGION: 


? x 
^ 2of7 
New 
Delete 


Restore 


Find Prev 
Find Next 


Criteria 


Close 


A B С D E F 
REGION 
Northeast 
Northwest 
Doris Velez Female 7-Aug-91 $55,608 Northwest | 
Talon Michaloudis Male 27-Nov-95 $85,646 Southwest 
Cain Sawyer Male 15-Apr-91 $56,945 Southeast 
Giacomo Trujillo Male 6-Mar-90 . $66,551 - Northeast — 
Holly Coffey Female 19-Sep-91 $86,456 Southwest 
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Search Criteria 


Using Wildcards 


If you wish to search all entries containing the word "east" in the 
Region Column, you can do that by using the wildcard asterisk *. 


STEP 1: In the Data Entry Form, click on the Criteria button 


Data_Table ? x 
FIRST NAME: John A 1 of 7 
LAST NAME: Doe New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 Restore 
SALARY: 72044 

Find Prev 
REGION: Northeast 

Find Next 

Close 
м 


STEP 2: In the Region field, type *еаѕї (to search all regions 
containing the word east) 


Data_Table ? x 
FIRST NAME: Criteria 
LAST NAME: New 
GENDER: Clear 
BIRTHDAY: Restore 
SALARY: 
Find Prev 
Find Next 
Form 
Close 
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STEP 3: Click Find Next to find the entries containing the word 
east. 


Data_Table ? x 


FIRST NAME: Criteria 


LAST NAME: New 


GENDER: Clear 
BIRTHDAY: Restore 
SALARY: 


Find Prev 
REGION: *east| 


The Data Entry Form will find the three entries for you in this 
scenario! 


Data_Table 


FIRST NAME: John 

LAST NAME: |Doe New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 uel 


SALARY: 72044 


Find Prev 
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Data_Table 


FIRST NAME: 


LAST NAME: | Sawyer 


GENDER: Male 


BIRTHDAY: 1 5-04-1 991 Restore 


SALARY: 56945 


Find Prev 
usos [ште 8 


Data Table 


FIRST NAME: | Сїасото 


LAST NAME: Trujillo 


GENDER: | Male 


BIRTHDAY: 06-03-1990 Restore 


SALARY: 66551 


Find Prev 
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Using greater or less than sign 


If you want to search for people having a salary greater than or 
equal to $75,000, you can do so by following the steps below: 


STEP 1: In the Data Entry Form, click on the Criteria button 


Data_Table ? x 
FIRST NAME: John ^ 10f7 
LAST NAME: |Doe New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 E 
SALARY: 72044 

Find Prev 
REGION: Northeast 

Find Next 

Close 
v 


STEP 2: In the Salary field, type >=75000. 


Data Table ? x 
FIRST NAME: Criteria 
LAST NAME: New 
GENDER: Clear 
BIRTHDAY: Restore 
Find Prev 
REGION: 
Find Next 
Form 
Close 
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STEP 3: Click Find Next to find all entries with a salary greater 
than or equal to $75,000. 


Data_Table ? x | Data_Table ? x 
FIRST NAME: | Holly ^ 7 of7 FIRST NAME: Talon ^ 2of7 
LAST NAME: |Coffey New LAST NAME: Ferguson New 
GENDER: Female Delete GENDER: Male Delete 
BIRTHDAY: | 19-09-1991 PERR BIRTHDAY: | 02-10-1992 HEU 
Find Prev = Find Prev 


REGION: Southwest REGION: Northwest 


Data_Table 


FIRST NAME: | Talon 

LAST NAME: | Michaloudis 

GENDER: Male Delete 
BIRTHDAY: 27-11-1995 Tuv 


SALARY: 85646 
Find Prev 


REGION: Southwest 
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Restore a Record 


Suppose you have accidentally deleted the first name of a record. 


Data_Table ? x 
LAST NAME: | Doe New 
GENDER: Male Delete 


BIRTHDAY: 21-01-1990 Restore 


SALARY: 72044 
Find Prev 
REGION: Northeast 
Find Next 
Criteria 
Close 


And you don't remember what was written in that field! Don't 
panic. 


You can use the Restore button in the Excel Data Entry Form and 
retrieve the data lost accidentally. 


Data Table ? x 
FIRST NAME: ^ 10f7 
LAST NAME: |Doe New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 
SALARY: 72044 

Find Prev 
REGION: Northeast 
Find Next 
Criteria 
Close 
м 
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The data will reappear in the respective field. 


Data_Table ? x 
FIRST NAME: John A 1of7 
LAST NAME: Doe New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 Restore 
SALARY: 72044 

Find Prev 
REGION: Northeast 

Find Next 


Criteria 


Close 


One thing you need to keep in mind is that the Restore button is 
only useful if you haven't pressed Enter. 


The moment you press the Enter button, the Restore button will 
become inactive and you won't be able to revert back to the original 
data. 


Data Validation in Forms 


Even though you cannot directly add any data validation to the form, 
any restriction created on the data table will still be in effect 
within the Forms. 


Let's see how! 


Say, you add a list rule to the Region Column using Data Validation. 


11 Excel Data Entry Form Tips ( 469 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


STEP 1: Select the Region Column. 


A B С D E F 


IM FIRST NAME BIRTHDAY REGION 

2 John Doe Male 21-Jan-90 $72,044 Northeast 

3 Talon Ferguson Male 2-Oct-92 $52,415 Northwest 

4 Doris Velez Female 7-Aug-91 $55,608 

5| Talon Michaloudis Male 27-Nov-95 $85,646 

6 Cain Sawyer Male 15-Apr-91 $56,945 

7| Giacomo Trujillo Male 6-Mar-90 $66,551 

8 Holly Coffey Female 19-Sep-91 $86,456 H 

9 & 


STEP 2: Со to Data Тар > Data Tools (Group) > Data Validation. 


File Home Insert Page Layout Formulas Review View Help Power Pivot 


R [h From Text/CSV B Recent Sources E! [ГИ Queries & Connections ^L Y БТА = £8 ga EB I | ag Group ~ -— 
= Z4 |А c 222 | 9 
iss [8 From Web [В Existing Connections RA - i S M ag ? | áB Ungroup ~ -= 
Get Refresh — zI Sort Filter Text to pS What-If Forecast | g 
Data ~ EE From Table/Range Aly B ^ Advanced | Columns Analysis v Sheet | EE Subtotal 
| 
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast | Outline 5 


STEP 3: In the Data Validation dialog box, click on the Allow 
dropdown and select List. 


Data Validation ? x 


Settings Input Message Error Alert 


Validation criteria 


Allow: 


Ignore blank 


Any value 


Any value 
Whole number 


Apply these changes to all other cells with the same settings 


Clear All | Cancel 
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STEP 4: In the Source field, type Northeast, Northwest, Southeast, 
Southwest, and click OK. 


Data Validation ? x 


Settings Input Message Error Alert 


Validation criteria 


Allow: 
List v Ignore blank 
Data: In-cell dropdown 


between v 


Apply these changes to all other cells with the same settings 


Clear All Cancel 


Data Validation has now been inserted in the Region Column where 
you are only allowed to enter values present in the list (Northeast, 
Northwest, Southeast, Southwest). 


STEP 5: Click on the Forms icon in QAT. 


AutoSave (@ Off) ES ~ Top-15-Data-Entry-Form-Tips-and- Trick 
File Home Insert Page Layout Formulas Data Review View 
R [Ò From Text/CSV [5 Recent Sources E LH Queries & Connections 
ox 
in [È From Web [D Existing Connections RA 
Get Refresh 
Data ~ Ё From Table/Range Al~- [5 
Get & Transform Data Queries & Connections 
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STEP 6: Change the Region for Record 1 from Northeast to East 


and Click OK. 


Data_Table 


FIRST NAME: | John 


LAST NAME: Doe 


GENDER: Male Delete 


BIRTHDAY: 21-01-1990 Restore 


SALARY: 72044 


Find Prev 


Criteria 


Close 


Find Next 


Once you click OK, you will see an error message as below: 


FIRST NAME LAST NAME GENDER BIRTHDAY SALARY REGION 
John Doe Male 21-Jan-90 $72,044 East ы 
Talon Ferguson Male 2-Oct-92 $52,415 Northwest | FIRST NAME: |John А 10f7 
Doris Velez Female 7-Aug-91 $55,608 Northwest | LAST NAME: [Doe New 
Talon Michaloudis Male 27-Nov-95 EE 
E Microsoft Excel x Delete 
Cain Sawyer Male 15-Apr-91 E 
Giacomo Trujillo Male 6-Mar-90 E CERIS 
This value doesn't match the data validation restrictions defined for this cell. 
Holly Coffey Female 19-Sep-91 E Find Prev 
T 
Criteria 


Close 
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Delete a Record 


D E F 

1 | FIRST NAME | LAST NAME | GENDER | BIRTHDAY SALARY REGION 

2 John Doe Male 21-Jan-90 $72,044 Northeast 

3 Talon Ferguson Male 2-Oct-92 $52,415 Northwest 

4 Doris Velez Female 77-Aug-91 $55,608 Northwest 

5 Talon Michaloudis Male 27-Nov-95 $85,646 Southwest - 
6 ] Cain Sawyer Male 15-Apr-91 $56,945 Southeast 

T Giacomo Trujillo Male 6-Mar-90 $66,551 Northeast 

8 Holly Coffey Female 19-Sep-91 $86,456 Southwest | 
9 


STEP 1: Use the Scroll Bar to navigate to find the entry you want to 
delete. 


Data_Table 


FIRST NAME: John| 


LAST NAME: Doe 
GENDER: Delete 
BIRTHDAY: Restore 
SALARY: 72044 
— — Find Prev 
REGION: Northeast 
Find Next 


Criteria 


Close 
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STEP 2: Click on the Delete button. 


Data_Table 


FIRST NAME: | Doris 
LAST NAME: Velez 


GENDER: Female 


BIRTHDAY: 07-08-1991 Restore 


SALARY: 55608 
Find Prev 
REGION: Northwest 


STEP 3: A confirmation message will appear on your screen, Click 
OK. 


Microsoft Excel x 


A Displayed record will be permanently deleted. 


The desired entry will be removed from the data table. 


FIRSTNAME | 1АЅТ МАМЕ | GENDER | BIRTHDAY SALARY REGION 
John Doe Male 21-Jan-90 $72,044 Northeast 
Talon Ferguson Male 2-Oct-92 $52,415 Northwest 
Talon Michaloudis Male 27-Nov-95 $85,646 Southwest 
Cain Sawyer Male 15-Apr-91 $56,945 Southeast 

Giacomo Trujillo Male 6-Mar-90 $66,551 Northeast 
Holly Coffey Female 19-Sep-91 $86,456 Southwest 
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Close the Form 


To close the dialog box for Data Forms, simply click on the Close 
button (X) on the top-right corner of the box. 


Data_Table ? | x | 


FIRST NAME: John ^ 
LAST NAME: Doel New 
GENDER: Male Delete 
BIRTHDAY: 21-01-1990 Restore 
SALARY: 72044 

Find Prev 
REGION: Northeast 


Find Next 


Criteria 


Close 


Keyboards Shortcuts for Data Entry Forms 


You can use the following keyboard shortcuts to work faster 
when using Data Entry Forms: 


e Press Tab to go to the next field in the Excel Forms. 
e Press Enter to go to the next record in the Excel Forms. 


e Hit the Esc button on your keyboard to close the Excel Form. 


This concludes the top 11 things you should know about Excel 
Data Entry Forms. It will not only make the process faster but also 
a lot easier and fun! 
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Few things to keep in mind when using the Excel Data Entry Form 
are: 


e You can add a maximum of 32 fields per record. 
e You cannot print a data form record. 


e Before you hit Enter, you can restore any changes made to the 
data. 


So, give it a try! | am sure you are going to love it! 
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Autocorrect to Input Complex Text 


Autocorrect has its uses in Excel, and when we have fat fingers it's 
very handy to have it correct our commonly typed mistakes. But did 
you know that autocorrect in Excel can be used to type in 
complicated text values? 


If you have a list of complex text that you type often (I could think 
of long medical terms), then you can use autocorrect to change a 
shortcut version to the text that you want! 


For example, we can change the initials "JM" to "John Michaloudis." 
Autocorrect can do this for us! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Go to File » More » Options 


Recent Pinne 


Print 


Name 
Share 
Use Aute 


Export C: » Users 


Г\ 
Publish B: 101 Tips 
My Excel C 
ra) 


Close 
Convert 


Account 


More... | Feedback 


STEP 2: Go to Proofing > AutoCorrect Options 


Autocorrect to Input Complex Text | 477 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


Excel Options ? x 
ш VE Change how Excel corrects and formats your text. 
Formulas 
Data AutoCorrect options 
ange how Excel corrects and formats text as уои ре: | AutoCorrect Options... 
Save 
When correcting spelling in Microsoft Office programs 
Language 


Ignore words in UPPERCASE 


Ignore words that contain numbers 


Ease of Access 


Advanced Ignore Internet and file addresses 


ы] ISI II IS 


Customize Ribbon Flag repeated words 


Quick Access Toolbar Enforce accented uppercase in French 


Suggest from main dictionary only 


Add-ins 
Custom Dictionaries... 


Trust Center — - 
French modes: Traditional and new spellings ¥ | 
Spanish modes: Tuteo verb forms only ў: | 
Dictionary language: | English (United States) z 


[== | 
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STEP 3: Type in the Replace and With fields the values that you 
want AutoCorrect to change 


Once done, click Add and OK twice 


AutoCorrect: English (United States) ? x 


AutoCorrect AutoFormat As You Type Actions Math AutoCorrect 


Show AutoCorrect Options buttons 


Correct TWo INitial CApitals 
Capitalize first letter of sentences 
Capitalize names of days 
Correct accidental use of cAPS LOCK key 
[V] Replace text as you type 
Replace: With: 

| ! John Michaloudis| 


Exceptions... 


Delete 


Let us test it out! Type in "JM" 
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D 


Use Autocorrect to 


Input Complex Text 


Sentences m 
JM 


After you press Enter, AutoCorrect gets to work and changes it 
to John Michaloudis! 


Sentences iv | 


John Michaloudis 
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Add the Calculator to the Excel 
Toolbar 


You might have found using the Windows in-built Calculator in 
Excel when you want to do some quick and basic calculations that 
did not require formulas. Many of the times, the Calculator app and 
Excel go hand-in-hand. 


Did you know that instead of scrambling for the Calculator 
Application, you can actually have a Calculator in Excel itself! 


Excel has a lot of customizations and one handy tool is to include 
the Calculator in the Excel toolbar. 


You can literally place it on your Excel window, and it is very easy 
and handy to open it whenever needed: 


Book! - Excel 


Page Layout Formulas i i Power Pivot Q Tell me what you want to do 


Calculator = 


= STANDARD 


> 
[œ 


Adding Excel Calculator to the Quick Access Toolbar would save you 
a lot of time and could prove to be extremely helpful. 
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Quick Access Toolbar (QAT) is located at the top-left portion of the 
Ribbon where you can access the commonly used functions and 
commands of Excel. 


Insert Page Layout 


% Cut Calibri 


ви - 


= « Format Painter 


By default, the only options available in QAT are Save, Undo, and 
Redo. But it can be customized individually by Excel users. So, if you 
are one who frequently uses Calculator App with Excel. Adding a 
calculator to your QAT would be the perfect step! 


How to Add Calculator to QAT 


The steps for how to create a calculator in Excel are very 
straightforward. They are outlined below: 


STEP 1: Go to the top-left corner of the Excel Ribbon and click the 
down arrow on the Excel Toolbar. 


Home | Customize Quick Access Toolbar 


— % Cut к= a „| = — 
E о p^ 
р 88 Copy ~ "t 
aste „= х= 
= 9% Format F v Save A M x: 
Clipboard Email га 
Quick Print 
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STEP 2: 
the list. 


Home 


Customize Quick Access Toolbar 


Go to Table of Contents 


Book! - Excel 


Power Pivot 


From the drop down menu, select More Commands from 


© Tell me what you want to do 


New 


p Ay vi eS 
E % Cut Кд = = E Ее Wrap Text General M ia 
[3 EB Сору ~ Ореп = ЕЗ 
Paste + BSS] E EF X - s 60 00 Сопаїйоп: 
€  Formath Y Save Ar === [=] Merge & Center $ - 96 `00 >. Fomeiing 
Clipboard Email Р Alignment [Г] Number Р 
Quick Print 
F4 x | | 
Print Preview and Print 
4 А Spelling | F G | H | | | J | K E | M 
Y | vV Undo 
2 
"T v Redo 
3 
А Sort Ascending | | 
5 | Sort Descending T 
6 | Touch/Mouse Mode 
8 
9 | Show Below the Ribbon 
10] 
STEP 3: Select Commands Not in the Ribbon. 
Excel Options ? x 
G I . А 
TED E Customize the Quick Access Toolbar. 
Formulas n 
Choose commands from: Customize Quick Access Toolbar: G 
Proofing 
Popular Commands Г] For all documents (default) y 
Save Popular Commands ^ 
Language Commands Not in the Ribbon | H Save 
All Commands €) Undo > 
Advanced Mitac СЭ Redo » 
Customize Ribbon |] [777777777 
File Tab 
Quick Access Toolbar | Print Preview Tab 
Add-ins Background Removal Tab 
Trust Center Bone Tab 
Insert Tab 
Draw Tab Тт 
Page Layout Tab Add >> 2 
Formulas Tab Y 
Data Tab 
Review Tab 
View Tab 
Developer Tab 
Add-ins Tab 
Power Pivot Tab 
SmartArt Tools | Design Tab 
SmartArt Tools | Format Tab 
Chart Tools | Design Tab v 
Customizations: R Y» о 
_| Show Quick Access Toolbar below the ee eset 
Ribbon Import/Export v |< 
OK Cancel 
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th Data 


Go back to Working wi 


STEP 4: Scroll down and select Calculator. 


Go to Table of Contents 


Click Add. 


Excel Options ? 
G І А А 
== le Customize the Quick Access Toolbar. 
Formulas = 
ЕБ Choose commands from: Customize Quick Access Toolbar: C) 
"ong Commands Not in the Ribbon * For all documents (default) ый 
Save 
Language Wh Bring Forward [a] E Save 
fig, Bring Forward > €) Undo |› 
Advanced fit, Bring to Front СӘ Redo |» 
Customize Ribbon :— Bullets and Numbering... 
LL] Button (Form Control) — 
Quick Access Toolbar fl Calculate Full 
Add-ins 
Camera 
Trust Center Check Box (ActiveX Control) 
Check Box (Form Control) 
Check for Updates 
Close All ^ 
Close Window 
Collapse the Ribbon 
м» 
: Colon 
92, Combine Characters 
Ef] Combo Box (ActiveX Control) 
Ef] Combo Box (Form Control) 
STEP 5: Click OK. 
| Excel Options ? X 
| 
еы ер, Customize the Quick Access Toolbar. 
Formulas ms 
| -— Choose commands from: CO Customize Quick Access Toolbar: C) 
д" Commands Not in the Ribbon 3 For all documents (default) ~| 
|| Save 
| — 
|| Language Bring Forward ^ H Save | 
| Bring Forward » ©} Undo |› | 
| fiianced Bring to Front pia Redo 3 
B Customize Ribbon Bullets and Numbering... [E] Calculator — — — | 
Р i Button (Form Control) — | 
Quick Access Toolbar Calculate Full 
Add-ins Calculator 
Camera 
Trust Center Check Box (ActiveX Control) 


Check Box (Form Control) 
Check for Updates 

Close All 

Close Window 

Collapse the Ribbon 
Colon 


Combine Characters 

Combo Box (ActiveX Control) 

“| Combo Box (Form Control) 

Е] Combo Drop-Down - Edit (Form... 
Combo List - Edit (Form Control) 

Comma 

Command Button (ActiveX Con... 
Compare and Merge Workbook... 
Connector: Elbow 


[C] Show Quick Access Toolbar below the 
Ribbon 


Add >> 


<< Remove 


Modif 


Customizations: [ Reset ]o 
Import/Export v [© 


Cancel 
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STEP 6: Your Calculator icon is now ready. 


Book! - Exce 


Page Layout Formulas Data Review i Power Pivot Q Tell me what you want to do 


E Cut 
B с Calculator $- =e Wrap Text General M F 


tei EB Сору ~ E 
aste 6 == э= [H] Меде & Center ~ $ - % * 
“ К= ł= 63 g 
e +% Format Painter — STANDARD Format 


Clipboard Ta Alignment Ta Number Ta 


«0 .00 i 
00 >å Condit 


F4 T 


1 


| 


о со ч OM Ь шо о = 
| 


= = = = ee ee ee ee hee lee 
sed КЫ Бы ea БЛ [o] Idi a ЫЯ КЕЛ 


2 
? 1 


How to Remove Calculator from ОАТ 


Now that you know how to make a calculator in excel, you should 
also learn how to remove it from the QAT. Follow the steps below to 


do so: 
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STEP 1: Go to the top-left corner of the Excel Ribbon and click the 
down arrow on the Excel Toolbar. 


AutoSave (8 Of) y 


File Home Insert Page Layout Formulas 
n п Calibri „п АКЕ 
[3 v 
Paste p x 
{v e B I у x иш d a c A ы — 
Clipboard fy Font [7] 


STEP 2: From the drop down menu, select More Commands from 
the list. 


AutoSave (@ Off) = Bookl - Excel p Search 
File Home Insert Page Layout Customize Quick Access Toolbar — view Help 
a V Automatically Save 
Nn 4 Calibri 4n. ЈА á ар Text 
= 5 e BIU-|Hi- o E А arge & Center ~ 
Ореп 
Clipboard fy Font J Sne Гы 
53 E fx Email 
A | B | Є | D | Quick Print H | | 
LH Print Preview and Print 
2 
3 | Spelling 
АЙ v Undo 
A v Red 
6 | edo 
y Sort Ascending 
= Sort Descending 
9 
10. Touch/Mouse Mode 
12 
1 3| Show Below the Ribbon 
14 
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STEP 3: Under Customize Quick Access Toolbar, select Calculator 
and click on Remove. 


Excel Options ? 
General = В 
Е Customize the Quick Access Toolbar. 
Formulas 
Choose commands from:© Customize Quick Access Toolbar: C) 
Data 
| Popular Commands Ы [ For all documents (default) м 
Proofing 
ek | < [4] E AutoSave 
№ Add or Remove Filters Save 
Language H AutoSave V) Undo |» 
Ease of Access Et! Borders 4 C Redo |> 
[E] Calculate Now [o] Camera 
Advanced = Center 
Cision Ribbon E ет Formatting › 
| ору 
Quick Access Toolbar Hl] Create Chart 
Add-ins X с aos LJ 
Trust Center |A" Decrease Font Size Add »» A 
X Delete Cells... 
| U Delete Sheet Columns << Remove ы 
Ex Delete Sheet Rows 
Email 
@ Fill Color l^ 
STEP 4: Click OK. 
Excel Options ? x 
І А " 
каз ЕЗ Customize the Quick Access Toolbar. 
Formulas 
" Choose commands from: Customize Quick Access Toolbar: 
it; 1 
= Popular Commands 4 | For all documents (default) Y 
Proofing 
Save * [4] z] AutoSave 
№ Add or Remove Filters Save 
Language Ы Autosave V) Undo IL 
Ease of Access Borders К Q Redo |» | 
Calculate Now Camera | 
Advanced = Center 
Customize Ribbon E Conditional Formatting А 
Сору 
Quick Access Toolbar HB Create Chart 
Аай = Sort... 
Trust Center A' Decrease Font Size Add >> 2% 
z Delete Cells... 
W Delete Sheet Columns << Remove S 
Ex Delete Sheet Rows 
ЁЛ] Email 
iQ Fill Color |» 
Font 
A Font Color | 4 
Font Size 
E Format Cells 
KS Format Painter 
MB Freeze Panes А4 
A^ Increase Font Size [z] — 
Show Quick Access Toolbar below the венце 
Ribbon 
Cancel 
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This brings us back to the original QAT setup. 


AutoSave > 

File Home Insert Page Layout Form 
Nn | Calibri 11 ~ АА" 
ken " BIU- EP T o E A -- 
Clipboard fy Font Гы 


How to Use Calculator in Excel 


This calculator tool is an extremely useful tool and does a lot more 
than just addition and subtraction. There are 4 modes available to 
use - Standard, Scientific, Programmer, and Date Calculation. 


Calculator — Г] x 


Calculator 


Standard 


A Scientific 
<> Programmer 


Date Calculation 


Converter 
8 Currency 
{© Volume 


e Length 
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e Standard - It is used for basic math calculations like add, 
subtract, divide, multiple, finding square root, calculating 
percentages, and working with fractions. 


e Scientific - It is used for functions like log, modulus, 
exponent, trigonometric calculations, sin, cos, tan, etc. 


e Programmer - It is used to switch between different number 
systems—binary, decimal, hexadecimal, and octal. 


e Date Calculation - It is used to calculate the difference 
between two specific dates. 


Now, let's give it a try and learn how to use a Calculator in Excel. 


Say, you have to input the difference between two dates - 12th April 
2020 and 2nd June 2020 without using any Excel formulas. 


STEP 1: Click on the calculator icon in QAT 


File Home Insert Page Layout Forn 


. A "үле NN 
| C] Calibri vi11 ~ A 
—— ly 
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STEP 2: Click on the menu button at the top left and then select 


Date Calculation. 
Calculator 
Calculator 
Standard 
A Scientific 


</> Programmer 


Converter 


S Currency 


| Date Calculation 


STEP 3: Insert the two dates - 12th April 2020 and 2nd June 2020 


Calculator 


From 


2 June, 2020 


To 
2 June, 2020 


Difference 


Same dates 


= Date Calculation 


Difference between dates ^^ 


o 


x 
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STEP 4: The difference between the two dates will be displayed. 


Calculator — L1 x 


— Date Calculation 


Difference between dates v 


From 


12 April, 2020 


To 
2 June, 2020 


Difference 


1 month, 3 weeks 


51 days 
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Autosum an Array of Data in Excel 


When you have an array of data in Excel with Totals at the bottom 
and to the right of the data, you can quickly fill in the Totals with 
the Autosum button. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Highlight your data including the "Totals" row and column; 


A UTOSU M AN A R RAY nyexcel(3€)nline con 


STEP 2: Click the Autosum button (under the Home or Formulas 
tabs) and this will fill in the Totals cells with the Sum formula. 


Autosum-an-array-of-data.xlsx - Excel Bryan Hong [ен] lza] = 


Q тег me what you want to do 


Developer Help 


ile 
De 4 

Bn % Ы == 975 [e Wraptext = Genera Н ie ч EH EH E > Айша йү je 

pm ae j Corio ойы к СА || Ime Pete тоты | ШЕ: Sort & Find & 
aste BIU » - = 8 = HE [H Merge & Cent $ - 96 <8 20 onditional Formatas Cel insert Delete Format o in 
<<) э А 9 " >? | Formatting” Table~ Styles- - . - Ê Clear~ Filter" Select = 
i 


Styles Cells Editing 
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Afterwards both your Total row and column are now populated! 


A B $ D E F G H 


AUTOSUM AN ARRAY nyexcel('<)nline.con 


EAST 8776 —— 8,977 
WEST | 38177 | | 6250 
NORTH [252312211] | 6,490 
SOUTH 4,803 8,245 
TOTAL 19,708 29,962 


1 
2 

3 

4 | 

5 REGION Q1 Q2 Q3 Q4 TOTAL 
6 

7 

8 

9 
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Change & Convert UK Dates to US 


Have you ever come across a scenario where your dates in Excel are 
in the wrong format? 


Say you type in 01/05/2018 which actually means January 5, 2018 
in the US but it shows as May 1, 2018! It drives me nuts because 
the entire spreadsheet of dates is interpreted incorrectly by Excel! 


That happens because your computer's region settings are in UK 
format and need to be changed to a US format. 


Thankfully, there is an easy way to change your Windows region & 
date settings so that the dates will be interpreted correctly 
by Excel! 


Here | show you how you can do this. 


STEP 1: For Windows 10, go to your Search Bar and type Date & 
Time Settings. 


еа D © Filters V 


Best match 


Date & time settings 


System settings 
Search suggestions 


Ø date & time settings - See web results 


Ø Date & time settings 
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STEP 2: Scroll to the very bottom, and select Change date and time 
formats. 


Date & time 


Change date and time 


Change 


Time zone 


(UTC+08:00) Kuala Lumpur, Singapore v 


Show additional calendars in the taskbar 


Don't show additional calendars № 


Formats 


First day of week: — Sunday 


Short date: 2/03/18 
Long date: February 3, 2018 
Short time: 3:04 PM 


Long time 3:04:06 PM 
Change date and time formats 
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STEP 3: You can see the current Short date setting is Day-Month- 
Year. 


Settings 


& Change date and time formats 


First day of week 


Short date 


dd-MMM-yy v 


Long date 


MMMM d, уууу v 


Change it to M/dd/yy which is the US Date Format. 


yyyy-MM-dd 
dd/MM/yyyy 
dd/MM/yy 
d/M/yy 
yy-MM-dd 


dd-MMM-yyyy 


e and time formats 


yyyy-MM-dd 


Short time 
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STEP 4: Now go to Excel and type in 01/05/2018. 


= V Format Painter ia d 4 Е 
Clipboard Гы Font Ta 
Al z x v f 01/05/2018 
A B | C | D | E 

1 [01/05/2018 
2 
3 
4 


It is now correctly interpreted as January 5, 2018! 


Insert Page Layout Formulas 
UE vn Calibri JUNM УТ 
"E] Copy 7 
на V ишш раны | ^ 7 M7 БАЙК, a | 
Clipboard Ta Font гы 
А1 z p 1/05/2018 
A B | € | D | E 


January 5, 20181 


Bonus Tip: If you are still unable to make this work, you will need to 
change your computer's Region settings: 


Settings » Region » Additional date, time & regional settings (top 
right) » Change date, time or number formats » Format: English 
(United States) » Apply 
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Charts: Change the Axis Units 


Whenever you create a chart in Excel, it gives you the default vertical 
Axis based on the values that are in your data set. 


If you have large numbers in your data, like tens or hundreds of 
millions of dollars, then the vertical axes will take up lots of real 
estate space in your chart. 


A great way to overcome this problem is to display the axis units in 
"Thousands" or "Millions", thus making your chart much cleaner. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the vertical axis. 


(— момтн ваш | p | 
ANNUAL SALES 
January $5,310,984 e 
February $6,021,030 $10,000,000 
March 8,758,033 
- $ $8,000,000 
April $5,791,462 
May $8,826,333 $6,000,000 
June $7,050,210 | Ó 
July $9,064,330 $4,000,000 
August $9,482,147 
September $7,515,253 $2,000,000 
October $6,811,511 $0 
November $2,269,551 ч > e " СИС SUR. ¢ X Č X. 
December $7,874,398 u— о "3 v 
© 
О о о 
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STEP 2: Right click and select Format Axis 


aa ANNUAL SALES LF 
2 I 
$10,0 VE Reset to Match Style | 
A Font... Y| 
$8,0 ME Change Chart Type... nm 
Select Data... 
$6,0 D E ta 
Add Major Gridlines 9 
РРЦ 
2 E l 
L =m Vertical (Value) ~ T T T T T т - - x 1 
Fill Outline © à A e s & Ф 4 4 Ф 
— wr we 0 $3 е "d F P S 
3 «e E © oS L 
o Ó 


STEP 3: Select Millions for the Display units and tick Show display 
units label on chart 


Format Axis "ot 
AxisOptions * Text Options 


ò Om M 


Units [4] 
Major 2.0E6 Auto 
Minor 400000.0 Auto 


Horizontal axis crosses 
(е) Automatic 
| Axis value 0.0 


O Maximum axis value 


Display units 


|. | Logarithmic scale Base 10 


|.) Values in reverse order 


> Tick Marks 
> Labels 


> Number Y 
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Your updated chart is now ready! 


ANNUAL SALES 
$10 


Uu» 
со 
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Charts: Copying and Moving Charts 


| am going to show your three quick ways to copy and move your 
Excel charts. You will be surprised on these additional tricks with 
Excel charts! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


#1 - COPYING A CHART 


Click on the chart with your left mouse key and at the same time 
hold down the CTRL key to copy it and move the chart to wherever 
you want. 


When you are done, let go of the mouse key to paste it. 


ma 
MONTH | sas | 
January $5,310,984 
February $6,021,030 
March $8,758,033 
April $5,791,462 
May $8,826,333 
June $7,050,210 
July $9,064,330 
August $9,482,147 
September $7,515,253 
October $6,811,511 
November $2,269,551 
December | $7,874,398 | 
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#2 - COPYING A CHART IN THE SAME ALIGNMENT 


Click on the chart with your left mouse key and at the same time 
hold down the CTRL+SHIFT keys to copy and move the chart to 
wherever you want (notice that it stays fixed in the same alignment 
as the original chart!) 


When you are done, let go of the mouse key to paste it. 


|. MONTH — — SAES — 
January $5,310,984 SALES SALES 
February $6,021,030 
March $8,758,033 
April $5,791,462 
May $8,826,333 її nt lal 
June $7,050,210 
July $9,064,330 
August $9,482,147 
| September $7,515,253 
October $6,811,511 
November $2,269,551 
December $7,874,398 


#3 - MOVING A CHART IN THE SAME ALIGNMENT 


Click on the chart with your left mouse key and at the same time 
hold down the SHIFT key to move it to wherever you want. 


When you are done, let go of the mouse key to place it. 


|| MONTH SALES 
January $5,310,984 SALES 
February $6,021,030 
March $8,758,033 
April $5,791,462 
May $8,826,333 
June $7,050,210 
July $9,064,330 
August $9,482,147 
September $7,515,253 
October $6,811,511 
November $2,269,551 
December $7,874,398 
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When you have a large numerical range of data and you want to plot 
a graph, you will most probably end up with a skewed looking chart 


like the one below: 


2014 SALES 


$1,400,000 - 
$1,200,000 4j 
$1,000,000 - 
$800,000 4 
$600,000 
$400,000 4 


$200,000 4 


$0 +4 


You can use the logarithmic scale (log scale) in the Format Axis 
dialogue box to scale your chart by a base of 10. 


What this does is it multiplies the vertical axis units by 10, so it 
starts at 1, 10, 100, 1000, 10000, 100000, 1000000 etc. This 
scales the chart to show a more even spread, like the image below: 
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2014 SALES 
$10,000,000 4 
$1,000,000 4 
$100,000 4 
$10,000 4 
$1,000 + 
$100 4 
$10 4 
$1 + 
& 
S m 
aS d S S e 
N «e РИ o P d 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select your data and go to /nsert » Column Chart 


Charts- Logarithmic Scalexlsx - Excel 


File Home Page Layout Formulas Data Review View Help Design Q Tell me what у 


пошып mum ш. Ж 
i> | e E Get Add-ins Ф 1? ТЕ re gy am | ! 
i Р Table | Illustrations 2-D Column 
PivotTable Recommended able э Муд > gi сааи | 
PivotTables ы Charts A 
Tables | Add-ins fe 
A7 M _` fe | MONTH 3-D Column 
se Mn Ж 39 
2-D Bar 
3-D Bar 


225 


li] More Column Charts... 


Charts: Logarithmic Scale | 504 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


STEP 2: Select the vertical axis of your chart 


о о 
2014 SALES + | 

61,400,000 | У; 
[51,200,000 ИШИН 
Y 

$1,000,000 m 

$800,000 
Ó 


$600,000 


$400,000 


STEP 3: Right click and select Format Axis 


51,000,000 | li 

5800,0 Ф. Р 

О шшш Vertical (Value) ~ 
5600,0 Fill Outline 


$400,000 | M 
Delete 
=] Reset to Match Style 


а 7 А Font. 


gli Change Chart Type... | v 


Ó Select Data... о 
Tj 3-0 Rotation 
Add Minor Gridlines 


[кешек rnm | Format Major Gridlines... Eee ee ee 


Charts: Logarithmic Scale ( 505 ) WORKING WITH DATA 


Go back to Working with Data 


Go to Table of Contents 


STEP 4: Check the Logarithmic scale and set it to a Base of 10 


Format Axis LEE 
Axis Options ¥ Text Options 
D Е 
Q m 
Units [4] 
Major 200000.0 Auto 
Minor Auto 
Horizontal axis crosses 
(е) Automatic 
(©) Axis value 0.0 
O Maximum axis value 
Display units 
Show display units label on chart 
|. | Values in reverse order 


Your updated chart is now ready! 


$10,000,000 
$1,000,000 
$100,000 
$10,000 
51,000 

$100 

$10 


$1 


2014 SALES 
S gs FF F SC FS FS а ёё x^ HS 
S e SU S SN ? 
" SOY ` É Pa HF uh 
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Charts: Save Templates 


Saving a Chart template in Excel is an efficient way to reuse your 
favorite or your company’s standard chart template. 


So whenever you have new data and want to create a chart with your 
(company’s) standard formatting, all you need is a couple of clicks 
and you will have it seconds! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: First you need to customize a chart to your liking and then 
Save it by right clicking on your chart and clicking Save As 
Template 


tf 
. .MovH | sas | o TH cut 
| January $5,310,984 SALES Ea Copy 
d February $6,021,030 $10 Paste Options: 
March $8,758,033 £ 
| April $5,791,462 = 58 
Мау $8,826,333 $6 
June $7,050,210 o 
| July $9,064,330 $4 4 
|) August $9,482,147 $2 4 "tm Select Data... 
September $7,515,253 со Move Chart... 
i October $6,811,511 Е y 4 A 5 " 
] Ж um um # am ut S SY S S oy 
| November $2,269,551 S QS + ws © К ч 
j| : e SOS 
|, December — | $7874398 | О нези 
| Dt Send to Back А 
п Assign Macro... 


les! Edit Alt Text... 


l4 Format Chart Area... 


culate $3 [ 


= E - -_ у - = = - —À — a = жать -- 
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Go to Table of Contents 


| ll Save Chart Template 
^ В « Microsoft » Templates » Charts 


Organize ~ New folder 


& | WFH Dad - Busir ^ Name Date modified 


ШЕ This PC 
Їй 3D Objects 
| ШЙ Desktop 
[8 Documents 
4) Downloads 
^ Music 


No items match your search. 


Pictures 
Bi Videos 
| = fesse) 


= 


м < 


Search Charts 


> 


Save as type: Chart Template Files(*.crtx) 


File name: | Orange Company Chart ~ v 


^ Hide Folders 


v 


Cancel 


STEP 3: The next time you create a chart all you have to do is click 
on your data, select Insert > Recommended Charts > All Charts 
and choose your custom template from the selection. 


Formulas Data Review View 


Page Layout Help ^ Design 


Q теі me what you want to do 


= E L7 = M dE {з А п = 
o B M OC 00 yan Q NE | em Ё 
PivotTable Recommended Illustrations д My Add-ins + Recommended ды 8 - Maps PivotChart 3D Line Column Win/ Sli 
PivotTables Y B Charts D> l- M T Мар” Loss 
Tables „Add-ins 1 Charts Al Tours | Sparklines 1 
Insert Chart ? x 
All Ж te May 
Recommended Charts All Charts 
A B 3 J 
B M^ Recent My Templates 
З [Tempe | Orange Company Chart 
6 CNT SALES |... sums а 
т | January $5,310,984 Lx Line p] 
8 February $6,021,030 @ Pie s] 
9| March $8,758,033 = ваг = {| | 
10 April $5,791,462 MA Area zu Oe 
11 Мау | $8,826,333 |: XY (Scatter) 
12 June $7,050,210 @ Map 
13 July $9,064,330 lil Stock 
14 August $9,482,147 @ Surface 
| С Rad 
15 September $7,515,253 Ж Radar 
=] |21] Тгеетар 
16 October $6,811,511 
q @ Sunburst 
17| November $2,269,551 Нюра 
18 | December $7,874,398 B. Box & Whisker Е 
19 |а] Waterfall 
ЖАП б” Funnel 
22. lf; Combo E 
Analysis @ : = = 
| Е 
ETUR 5 Manage Templates... | Cancel 
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Consolidate Tool in Excel 


The Consolidate tool in Excel is located in the Data menu and 
combines values from multiple ranges into one new range. 


You would use this feature when you have a single text column on 
the left with duplicate values and sales on a separate column. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select a cell outside your data table. 


A 


4 

J REGION —— | — SALES | 
6 NORTH -5,701 
7 NORTH 41,140 
8 EAST 49,134 
9 CENTRAL -16,813 
10 SOUTH -35,229 
11 WEST -8,942 
12 NORTH 46,567 
13 SOUTH 45,305 
14 SOUTH 17,237 
15 SOUTH -49,030 
16 WEST 45,008 
17 NORTH -18,303 
18 NORTH |. -44,151 

[-Analysis. | 


B 


E 


D 


E F 


es 
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STEP 2: Go to Data > Consolidate 


Consolidate.xlsx - Excel 


Review View Developer Help Q Tell me what you want to do 


tus ES 


Refresh Z| Sot Filter | fect tess 
Ally la A Y? Advanced Columns =o Data Validation ~ @ Manage Data Model 


Queries & Connections Sort & Filter Data Tools 


Formulas 


8-0 Consolidate 


Е Fe] Queries & Connections 
ra — - 
ЖЫ [е [-Ё{ Remove Duplicates 25 


tions 


STEP 3: For the Reference, make sure to select the entire table. 


Then ensure Use Labels in has both Top Row and Left Column 
selected. 


Press OK. 
d A B | C | D E 2 B | H 
4 
6 NORTH Consolidate 
7 NORTH Function: 
8 EAST = 
9 CENTRAL 


$А$5:58528_ 


All references: 


SOUTH =35,229 
WEST 
NORTH 
SOUTH 
SOUTH 
SOUTH 
WEST 
NORTH 
NORTH 


Use labels in 


LI Create links to source data 
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Your consolidated data table is now ready! 


A B С D E F 


REGION SALES SALES 


NORTH 25,427 
41,140 EAST 4,492 


49,134 CENTRAL -60,175 


NORTH 


9 CENTRAL -16,813 SOUTH -57,059 
10 -35,229 WEST 41,172 
11 WEST -8,942 . 


Consolidate Tool in Excel | 511 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


Convert Text to Speech 


Did you know that you can convert text to speech in Excel? Yes, 
Excel has this cool functionality built in so that it can read aloud 
your text in your Excel worksheet! This is proofreading version 2.0! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Right click anywhere on the Excel ribbon and select 
Customize the Ribbon 


Y - 
De 1 = | == 
M d [Calibri d L АГ | ==Ш 8. 20 a |Ge 
Be] - E 
се х B T Ut 2 ~A- | = = = 2% [5 Merge &Center ~ $ 


HS 


Myexcelonline rocks! 

You are an awesome student. 
Stand out from the crowd 
Format me now 


Have a lot of fun with macros! , 


СЛС 
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STEP 2: Select New Group and we'll create a new group inside our 


Home Tab 


Excel Options ? x 
G І Р E 
г = Customize the Ribbon. 
—H 
Formulas 
B Choose commands from: C) Customize the Ribbon: CO 
t r 
| Кшз Popular Commands is Main Tabs T 
Proofing 
Save IV’ Add or Remove Filters [a] Main Tabs 
wl All Chart Types... Background Removal 
Language ES Borders E M] Home 
Calculate Now н 
Ease of Access C & Clipboard 
|= Center 8 Font 
Advanced t5 Conditional Formatting Alignment 
EE) Copy Number 
Custom Sort... 8 Styles 
do Cut Cells 
Quick Access Toolbar A Decrease Font Size 8 Editi 
EEX Delete Cells © wee! 
; 2, a ensitivi 
Add-ins X Delete Sheet Columns Mi Insert ш 
Trust Center s esta Sheet Rows d> O Draw Ea 
|29 Fill Color * [V] Page Layout = 
Font М Formulas 
A Font Color M Data 
Font Size [V] Review 
| Format Cells я [7] View 
< Format Painter EZ Devel 
Ва Freeze Panes ee 
A Increase Font Size М Add-ins 
Insert Cells... M] Help 
Xx Insert Function... 
E Insert Picture ы d 
Tu 
п Insert Sheet Columns 
а New Tab 
é= Insert Sheet Rows = 
Р Insert Table Customizations: © 
| > Macros L. 
Е Merge & Center [v] Import/Export v |© 


[ OK | Cancel 
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STEP 3: Click Rename and select any symbol you like and then 


name your group: Text to Speech 


Click OK. 


commands from: Oo 


r Commands Y 


or Remove Filters 


Rename 


Symbol: 


^] ai «9 - El 1 0 БВС 
Q ы ЕГ” = е 3: А 
006 Hk se ТА Ty OT! SS SS ЕГ) ЕЕЕ 
ШЖ О € o£ 4 Ж 500 [5 


Customize the Ribbon: CO 
| Main Tabs x| 


Main Tabs 
[v] Background Removal 


Clipboard 

Font 

Alignment 

Number 

Styles 

Cells 

Editing 

Sensitivity 
New Group (Custom) 

& ГА Insert 

a C] Draw 

H [v] Page Layout 

El Iv Formulas 


EB 


rt Cells... 
rt Function... 

rt Picture 

rt Sheet Columns 

rt Sheet Rows 

rt Table 

TOS Ld 
ge & Center [x] 


Convert Text to Speech ( 
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STEP 4: Change the dropdown to Commands Not in the Ribbon 
and you will see all the Excel goodness that are not yet included in 
your Excel Ribbon! 


Scroll down to select the commands that start with Speak and 
click Add to add them one by one 


Excel Options 


General 

Formulas 

Data 

Proofing 

Save 

Language 

Ease of Access 
Advanced 
Customize Ribbon 
Quick Access Toolbar 
Add-ins 


Trust Center 


e Customize the Ribbon. 


Send Backward b |a 
Send for Review... 

Send Now 

Send to Back 

Send to Exchange Folder 

Send to Mail Recipient 

Set AutoShape Defaults 


Shadow Color › 
Shadow Effects ЕЁ 
Shadow On/Off 

Share 


Share Workbook (Legacy) 
Show Outline Symbols 
Single Web Page (*.mht) 
Size and Position... 

Sort... 

Sort Ascending 


Speak Cells by Columns 
Speak Cells by Rows 
Speak Cells on Enter 


Spelling... 

Spin Button (ActiveX Control) 

Spin Button (Form Control) 

Split Cells... 
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25 Start Inking nd 
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Customize the Ribbon:G 


Main Tabs T] 


Main Tabs 
3] [v] Background Removal 
= [v] Home 


Clipboard 

Font 

Alignment 

Number 

Styles 

Cells 

Editing 

Sensitivity 

Text to Speech (Custom) 
9 Insert 7 
9 [ ]Draw 

М Page Layout 


7ARAAAAHE 


М Formulas 
3] [v] Data 

+ Review 

9 [7] View 

М Developer 
M Add-ins 

= [v] Help 
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| New Tab | New Group Rename... 


Customizations: Reset ~ i) 
Import/Export v |G 


E 


[ n | Cancel 
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STEP 5: Now the commands are added inside the Text to 
Speech group. Looking good! 


Click OK 


G 1 У В i 
Sne e Customize the Ribbon. 
Formulas A 
З Choose commands from:G Customize the Ribbon:G 
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Proofing 
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Add-ins = = Ы — 
El Text to Speech (Custom) 


m Speak Cells 
Hi Speak Cells by Columns 
== Speak Cells by Rows 
ve Speak Cells on Enter 


Share Workbook (Legacy) 
Show Outline Symbols ТЕ 
Single Web Раде (*.mht) = 

Size and Position... << Remove 
Sort... A 
Sort Ascending 


Trust Center 


Sort Descending = Ашын 
Speak Cells E (lors 
Speak Cells - Stop Speaking Cells я i Page L 
Speak Cells by Columns SE yo 

ЕЕ Speak Cells by Rows = М Formulas 
Speak Cells on Enter = = [v] Data HE 
Speech Bubble: Rectangle with C... fA Review hd 
Spelling... ы _ LP] 
Spin Button (ActiveX Control) E New Tab New Group Rename... 
Spin Button (Form Control) 
Split Cells... Customizations: Reset v 


Star: 5 Points 


AEEKO еу Гуз КУ ost» 


Import/Export ~ | 


[ок |f cancer 


P4] 
8 
a 
= 
т 
2 
Ma 
[+] 


Now you can have fun with the text to speech commands! Try 
highlighting the text that you want to listen to, then select Speak 
Cells! 


b dE Convert Text into Speech.xlsx - Excel Bryan Hong [ен] [£a] 


Inset ^ Pagelayout ^ Formulas Data Review View ^ Developer Нер Design Q теі me what you want to do 


. -|= гана ea") j - - r ==: 
f 36 |е yu Јек | = LENT 2i к E m Еа > oy, je Cy ak + Би 
Wu DT | cordia Fuere ca | ise DR a naa sr ву В 
aste B I U- Ë> o. s О = = #=з= E $ - 95 s 8 28 | Conditional ormat as el A о! in i реа! у 
- ¥ эса =e 95 7° | Formatting” Table” Styles~ | Рота; | #~ Fiter” Sel Cells Columns °@ 
Clipboard Г Font 5 Alignment 5 Number ni Styles Cells Sensitivity Text to Speech 
Table1 » fe Myexcelonline rocks! 
J N | o 


VIEW OUR ONLINE 
EXCEL COURSES >> 


LISTEN TO MY EXCEL 
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Copy The Cell Above In Excel 


Sometimes we get data that is downloaded from an external source 
and it is not formatted properly. 


You may have cells with missing data and cases where you want to 
copy the cell directly above to fill in your empty cell in Excel. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


This can be achieved with the following steps: 


STEP 1: Highlight your data set 


A 
CUSTOMER REGION ORDER DATE mane WEAR 


Acme, inc. NORTH 4/13/2015 


Widget Corp NORTH 4/13/2015 
123 Warehousing EAST 2/15/2015 
10 Demo Company CENTRAL 2/15/2015 
11 Smith and Co. SOUTH 8/22/2015 
12 Foo Bars WEST 8/22/2015 
13 ABC Telecom NORTH 4/13/2015 
14 Fake Brothers SOUTH 4/13/2015 
Т5 QWERTY Logistics SOUTH 1/15/2015 
16 Demo, inc. SOUTH 1/15/2015 
17 Sample Company WEST 12/31/2015 
18 Sample, inc NORTH 12/31/2015 
19 Acme Corp NORTH 12/21/2015 
.20| Allied Biscuit — - EAST 12/21/2015 
Analysis.| ®© 
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STEP 2: In the ribbon menu select Home > Find & Select > Go to 
Special or just press the keyboard shortcut CTRL+G 


Click Special 


Go To 


Go to: 
Table 


Reference: 


— 


STEP 3: Select the Blanks option and press OK 


Go To Special ? X 
Select 
(O Comments С) Row differences 
С) Constants © Column differences 
© Formulas © Precedents 
Numbers С) Dependents 
Text Direct only 
Logicals All levels 
Errors O Last cell 
@ Blanks: С) Visible cells only 


© Conditional formats 
© Data validation 
All 


© Current г 
© Current array 
© Objects 

Same 
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This highlights all your blank cells: 


| D E F | С 
Е SALES MONTH YEAR 
- 5,701.00 April 2015 


4114000| | | 2015 


49,134.00 February 2015 


- 16,813.00 2015 

- 35,229.00 August 2015 

- 8,942.00 2015 
46,567.00 April 2015 
45,305.00 2015 
17,237.00 January 2015 

- 49,030.00 2015 

5 45,008.00 December 2015 
5 - 18,303.00 2015 
5 - 44,151.00 December 2015 
5 - 44,642.00 2015 


STEP 4: Then you need to press the = sign and reference the cell 
directly above 


E7 М x v Ж | =? 
i A B C D E F G | 
6 | CUSTOMER REGION ORDER DATE SALES I MONTH I YEAR 
T Acme, inc. NORTH 4/13/2015 - 5,701.00 і | Ap 
8 | Widget Corp NORTH 4/13/2015 41,140.00 =E7| 2015 
9 123 Warehousing EAST 2/15/2015 49,134.00 February 2015 
10| | Demo Company CENTRAL 2/15/2015  - 16,813.00 2015 
11 Smith and Co. SOUTH 8/22/2015 - 35,229.00 August 2015 
12 Foo Bars WEST 8/22/2015 - 8,942.00 2015 
13 ABC Telecom NORTH 4/13/2015 46,567.00 April 2015 
14 Fake Brothers SOUTH 4/13/2015 45,305.00 2015 
15 QWERTY Logistics SOUTH 1/15/2015 17,237.00 January 2015 
16 Demo, inc. SOUTH 1/15/2015  - 49,030.00 2015 
17 Sample Company WEST 12/31/2015 45,008.00 December 2015 
18 | Sample, inc NORTH 12/31/2015 - 18,303.00 2015 
19 Acme Corp NORTH 12/21/2015 - 44,151.00 December 2015 
2o| Allied Biscuit EAST 12/21/2015 - 44,642.00 | 2005. —č 
| Analysis. | © s р a 
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STEP 5: Finally, and most importantly, you need to press 
CTRL+ENTER so that the formula can be filled in to all the selected 
blank cells. 


A B C D E F G 
6 CUSTOMER | REGION | ORDER DATE SALES MONTH YEAR 
7 | Acme, inc. NORTH 4/13/2015 - 5,701.00 April 2015 
8 | Widget Corp NORTH 4/13/2015 — 41,140.00 2015 
9 123 Warehousing EAST 2/15/2015 49,134.00 February 2015 
10 Demo Company CENTRAL 2/15/2015  - 16,813.00 February 2015 
11| Smithand Co. SOUTH 8/22/2015  - 35,229.00 August 2015 
12 | Foo Bars WEST 8/22/2015 - 8,942.00 August 2015 
13 ABC Telecom NORTH 4/13/2015 46,567.00 April 2015 
14 Fake Brothers SOUTH 4/13/2015 45,305.00 April 2015 
15| QWERTY Logistics SOUTH 1/15/2015 17,237.00 January 2015 
16 Demo, inc. SOUTH 1/15/2015  - 49,030.00 January 2015 
17 Sample Company WEST 12/31/2015 45,008.00 December 2015 
18 | Sample, inc NORTH 12/31/2015 - 18,303.00 December 2015 
19 | Acme Corp NORTH 12/21/2015 - 44,151.00 December 2015 
20 | Allied Biscuit EAST 12/21/2015 - 44,642.00 December 2015 

Analysis | — (9 
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Dependent Dropdown Lists 


The INDIRECT function is really cool as it opens up a lot of 
interesting combinations in Excel. 


We will use the power of the INDIRECT function right now on 
creating Dependent Dropdown Lists. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: We have our data ordered in the following columns: 
Category, Meat, Beverage, Breakfast. 


Notice that the Category column has the values Meat, Beverage 
and Breakfast. You will see why in our example below. 


мен ERES Breakfast - 


Meat Waters P | Hotdog 
Beverage Pancake 


| Shake 
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STEP 2: We are going to assign Named Ranges for all four 
columns. 


The Name Box is on the far left of the Formula Bar. 


Highlight the Category values, and type in the Name Box the name 
Category 


Water | Hotdog 
| hicken |Soda Pancake 


Eggs 


STEP 3: Do the same for the other three columns: 
Meat column values - Meat (Named Range) 
Beverage column values - Beverage (Named Range) 


Breakfast column values - Breakfast (Named Range) 
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After you created all these Named Ranges, click on the Name Box 
dropdown and see our newly created Named Ranges: 


RN 


Beverage 
Breakfast 


Category 


STEP 4: Let us start creating the dropdown lists, select the cell you 
want to place the first dropdown list. 


Category List 


Go to Data » Data Validation 


Flash Fill 


Show Queries 
a. 


From Table Properties Ms Remove Duplicates 
Refresh 2 | Sort Ж 

Recent Sources All” Edit Links Y; Advanced =% Data Validation ~ | 

. Transform Connections Sort & Filter Data Tools 
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STEP 5: Choose List in the Allow drop-down, and in the Source 
area, type in =Category 


The reason we are doing this is to use the Category Named Range 
we defined in Step 2. 


Data Validation ? x 


Settings Input Message Error Alert 


Validation criteria 


Allow: 
List Ignore blank 


Data: In-cell dropdown 
between 


Source: 


n 
H 


=Category 


Apply these changes to all other cells with the same settings 


Clear All Cancel 


Click OK. Try out your drop-down list: 


Category List 


Meat 
Beverage 
Breakfast 
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STEP 6: The moment you have been waiting for, it's time to use 
our INDIRECT function! 


Select the cell where you want to place the dependent drop- 
down list. 


Contents List 


Go to Data > Data Validation 


Show Queries Flash Fill 


rà 

From Table inf Properties B-B Remove Duplicates 
Refresh | Sort =J 

Recent Sources All” Edit Links B Y^ Advanced S% Data Validation ~ | 

. Transform Connections Sort & Filter Data Tools 


STEP 7: Choose List in the Allow drop-down, and in the Source 
area, type in =INDIRECT($H$ 10) 


This will return the Named Range values from the drop-down list 
selected in cell H10. 


A B c D E, F G H І 


7 Data Validation ? 

В Settings Input Message Error Alert 

28 9 validation criteria Category List 
10 Meat | — Allow: 

11 Beverage i List v Ignore blank 


Breakfast Data In-cell dropdow 


between 


Contents List 


Source: L] 
14 | | =INDIRECT(SHS$10) 


17 Apply these changes to all other cells with the same settings 


18 | Clear All Cancel 
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Click OK. You will get this error initially, just click Yes to continue: 


Microsoft Excel x 


D The Source currently evaluates to an error. Do you want to continue? 


=] [^w 


For example, if we pick Meat in the Category 

List dropdown, INDIRECT will calculate this as the "Meat" Named 
Range we defined earlier and return its values in the Content List 
dropdown. 


The Meat Named Range would represent the values: Beef, 
Chicken, Pork: 


Category List 
Meat 


-|Meat ~|Beverage ~ | Breakfast ~ 


Beverage 


| Chicken |Soda 
Breakfast 5 


| Pork 


Contents List 
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Drop Down List with Data Validation 


One of the coolest features of Excel is to create a drop down list 
with your data. It is one of the first things that | learned and use on 
a daily basis. 


You can create a drop down list to eliminate manual entry and re- 
entry of data, as well as reduce data entry mistakes if you rely on 
other users entering data. 


Data Validation lists can also be used on a form or a template where 
external users can choose from the drop down list to enter their 
choices. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Click on the cell that you want to enter your list in 


A B C D E F 
CUSTOMER REGION ORDERDATE | SALES | MONTH 


3 

4 Acme, inc. NORTH 4/13/2014 $55,815 April 2014 
5 Widget Corp SOUTH 12/21/2014 $94,908 December 2014 
6 123 Warehousing EAST 2/15/2014 $57,088 February 2014 
T Demo Company WEST 5/14/2014 $56,539 May 2014 
8 Smith and Co. NORTH 6/28/2015 $63,116 June 2015 
9 Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
10 ABC Telecom EAST 8/22/2015 $57,650 August 2015 
11 Fake Brothers WEST 12/31/2015 $90,967 December 2015 


з a 
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STEP 2: Go to the ribbon and choose Data > Data Validation > List 


Formulas Review View Developer Help Q Tell me what you want to do 
тсе [Гг E Queries & Co — 8 Sy, E Flash Fil 8 Са 
e Lu = = 
nnections = |; ч [-Ё Remove Duplicates “5 
Refresh zl Sort Filter F 
Al- | = Y Advanced ТСЕ, E Data Validation ~ Ї Ma 


Queries & Connections Sort & Filter Data Tools 


Data Validation 


Settings Input Message Error Alert 


Validation criteria 
Allow: | H 


List v Ignore blank 
М In-cell dropdown 


Data: 


between N] 


Source: 


[e] 


Apply these changes to all other cells with the same settings 


Clear All [ 9 ]!| ск 


STEP 3: Click in the Source box and select the range that includes 
your list of text/values and press OK 


Data Validation ? x 


2 
3 Settings Input Message Error Alert 
4 Acme, in C. Validation criteria 
Allow: 

5 Widget Corp List v Ignore blank 

F Data: In-cell dropdown 
6 | 123 Warehousing -— | 

between 

K Demo Company Source: | 
8 Smith and Co. | =$А$4:$А$11| I 
9 


Foo Bars 


О Apply these changes to all other cells with the same settings 


Clear All Cancel 


| Smith and Co. 8 


ABC Telecom 


Fake Brothers 
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Drop Down Menu 


Apart from creating a simple Drop Down Menu/List or Data 
Validation List, you can expand this concept to include it in your 
Excel Table or Database. 


That way you don't have to do repetitive tasks like entering the 
same customer over and over again or copying and pasting time and 
time again. 


See how easy it is to implement this in under 1 minute! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Have your list of values ready 


A B C D E F 

customer | REGION | ORDER DATE | ALES | MONTH | YEAR | 
4 NORTH 4/13/2014 $55,815 April 2014 

5 SOUTH 12/21/2014 $94,908 ^ December 2014 

6 EAST 2/15/2014 $57,088 February 2014 

7 WEST 5/14/2014 $56,539 May 2014 

8 | NORTH 6/28/2015 $63,116 June 2015 

9 | SOUTH 1/15/2015 $38,281 January 2015 
10 | EAST 8/22/2015 $57,650 August 2015 

11 | WEST 12/31/2015 $90,967 December 2015 
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STEP 2: Highlight the area that you want to place your drop down 
list on 


B C D E F 
REGION ORDERDATE | SALES MONTH | YEAR 
NORTH 4/13/2014 $55,815 April 2014 
SOUTH 12/21/2014 $94,908 ^ December 2014 

EAST 2/15/2014 $57,088 February 2014 
WEST 5/14/2014 $56,539 May 2014 
NORTH 6/28/2015 $63,116 June 2015 
SOUTH 1/15/2015 538,281 January 2015 
EAST 8/22/2015 $57,650 August 2015 
WEST 12/31/2015 $90,967 December 2015 


Insert Page Layout vie fiew el sign Q Tell me what you want to do 


12 [n From Text/CSV 3 Recent Sources | Queries Еб DATA! % Clea -^y E Flash Fill #-о Consolidate 
[2 
a = 
[& From Web E Existing Connections id a Properties " ВВ Remove Duplicates nir elationships 
Get Refresh. za Sort Filter о 
Data ~ Ё From Table/Range All- |< Edit Link to Y» Advanced ol EX Data Validation - @ Manage Data Model 


Get & Transform Data Queries & Connections Sort & Filter Data Tools 


Select List and for the Source, select the list of values for your drop 
down list. Click OK. 
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CUSTOMER REGION ORDER DATE | SALES 


12/21/2014 $94,908 December 


Data Validation 


Settings Input Message Error Alert 
Validation criteria 


Allow: 


— mm шн 


М Ignore blank 
j М In-cell dropdown 
between 

zm rp------------ т 
= =$BS13:SBS1 
al а а 
шы 
15 | | 

m Apply these changes to all other cells with the same settings 
16 
17 [Eni] = a == B ros 
19 


STEP 4: You can test it out now on your table! You can also update 
the values in your source list and it gets reflected in your drop down 
list! 


12/21/2014 


5/14/2014 $56,539 May 2014 


T | 
J С 0 be 


SOUTH 1/15/2015 $38,281 January 2015 


pt | 
CAS JPUS 


WEST 12/31/2015 $90,967 December 2015 


Widget Corp 


123 Warehousing 
Demo Company 
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Dynamic Data Validation List 


What’s a dynamic data validation drop down list in Excel, you say? 


Well, as you add new data into your Excel Table, your drop down list 
automatically gets updated. 


That is a cool feature and it means that you do not need to update 
your data validation source reference each time you update your 
data with a new entry, saving you heaps of time in the long run. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Convert your data to an Excel Table by selecting its range 
and pressing the keyboard shortcut Ctrl + T 


Create Table ? x 
EMPLOYEE NAME 
Where is the data for your table? 
Homer Simpson =5В$3:5В$8 

Michael Jackson My table has headers 


John Michaloudis 


I|» 


Carl Lewis 


Mike Tyson 
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STEP 2: Select your Table’s column by hovering over the Excel Table 
and left clicking when the arrow pointer shows 


EMPLOYEE NAME Ñ 
Homer Simpson 
Michael Jackson 


STEP 3: In the ribbon go to Formulas > Define Name > enter a 
custom name with no spaces (we will put this name in step 5) and 
press OK 


Developer Help Design Q 


C=] Define Name ~ 
с | *f Use in Formula ~ ot Tra 
cal Text Date & Lookup & Math & More Name 

Time ~ Reference па” Function Manager Ex Create from Selection F Re 


unction Library Defined Names 


EMPLOYEE NAME 


Name: 


Scope: “Workbook 


Refers to: | -Table1|[#All] [EMPLOYEE NAME] |f] 
Cancel | 
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STEP 4: Click in a cell and go to the ribbon and choose Data > 
Data Validation > List 


Developer Help Q Tell me what you want to do 


[27 Flash Fill B-a Consolidate 


[Гл ei ia} 
ections -n7 [-{ Remove Duplicates 25 maa 
Refresh v What 
All * кё Data Validation ~ @ Manage Data Model Analys 
Queries & Connections Sort & Filter Data Tools F 
Data Validation 
| Input Message Error Alert 
Validation criteria 
Allow: 
B | Ç > | 
Any value Ignore blank 
e, e. Data: 
idatior = 
© USA Ci Lit LI 
LOYEE NAME 
. Apply these changes to all other cells with the same settings 
mer Simpson T" а > 
‘hael Jackson Clear All - Cancel 


1 Michaloudis 


Carl Lewis 


STEP 5: In the Source box enter the name you created in Step 3 and 
press OK 


Data Validation ? x 


Settings Input Message Error Alert 


Validation criteria 


Allow: 


Data: М In-cell nbn 
| between 
Source: 


a 


Apply these changes to all other cells with the same settings 


Clear All | | Cancel 
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STEP 6: If you want to add extra data into your Excel Table, hover 
with your mouse in the bottom right-hand corner and when you see 
a double arrow, drag down. 


EMPLOYEE NAME fl 


Homer Simpson 
Michael Jackson 
John Michaloudis 


Carl Lewis 
Mikel Michaloudis — | } 


STEP 7: Enter a new entry and this will automatically be updated in 
your drop down list. 


EMPLOYEE NAME IM M 


Т si Homer Simpson 
omer »impson Michael Jackson 


John Michaloudis 
Carl Lewis 


| 


Michael Jackson 


John Michaloudis 


VUKE 
| Mikel Michaloudis || 


ES 
| 
] 


Carl Lewis 
Mike Tyson | 
Mikel Michaloudis 
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Filter by Selection 


When you have an array of data in Excel you can quickly select an 
item and press the AutoFilter button which will filter that selection 
in your data. 


You can then go over to another column within your data and select 
another item, apply the same steps above and further filter your 
data. 


This is a quick and easy way to drill down into your data. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


This is our data table. 


/ FILTER BY BY SELECTION 


4 | 

5 CUSTOMER | REGION | ORDER DATE SALES (ths) SALES (mill) 
6 | Acme, inc. NORTH 4/13/2015 27,181 ths 27 mill 
7 | Widget Corp NORTH 12/21/2015 33,902 ths 34 mill 
8 | 123 Warehousing EAST 2/15/2015 111,610 ths 112 mill 
9 | Acme, inc. CENTRAL 6/28/2015 139,435 ths 139 mill 
10 | Widget Corp SOUTH 8/22/2015 77,710 ths 78 mill 
11 | 123 Warehousing WEST 12/31/2015 118,179 ths 118 mill 
12 | Acme, inc. NORTH 4/13/2015 48,208 ths 48 mill 
13 | Widget сор SOUTH 6/28/2015 83,359 ths 83 mill 
^ | "m чын Ф mama amas dac inar m god no ЫТ 


эл 
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STEP 1: For this trick to work you need to put the AutoFilter button 
in the Quick Access Toolbar by going to File > More > Options > 
Quick Access Toolbar 


Good afte! 


Save As 


Recent Pinn 


Print 


[3 Name 
Share 
X Filter-E 
Export C: » User 
Publish X 101 Tig 
My Excel 
Close 
Consol 
C: » User 


Account 


More... 


Filter by Selection | 537 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


STEP 2: Then you need to go to Choose commands from > All 
Commands > AutoFilter > Add > OK 


Excel Options ? х 
береги | || "T "m Е 
le Customize the Quick Access Toolbar. 
Formulas 
Choose commands from: Customize Quick Access Toolbar: CÓ 
Dat а | === == 7 
ata [ All Commands “ | | For all documents (default) Y 
Proofing 
Save | Arrange BE E] Save 
L Arrange B €) Undo |» 
параде E Arrange All С> Redo E 
Ease of Access ҚУ Arrow: Down "m Т Autofilter 
ЕЕЕ p Arrow: Right 
E Arrows › 
| Customize Ribbon | 23 Artistic Effects › 
Quick A т o Artistic Effects Options 
cess d Là As Picture » 


Add-ins &p | Aspect Ratio › 
| Auto Outline 
Trust Center | |57 AutoCorrect Options... © e 
AutoFit Column Width 
AutoFit Row Height 
es AutoFormat... 
v Automatic 
v Automatic Except for Data Tables 
v Automatic Maximum Value for S... 


v Automatic Minimum Value for S... 
v Automatically Calculate PivotTab... 


«« Remove 


> AutoSum |» 
Ауегаде =| 
idh Axes ам 
Customizations: Reset v |© 
Show Quick Access Toolbar below the ci uix EX 
Ribbon Import/Export v |G 


5] d 


You can now see the AutoFilter icon on top. 


Filter-by-Selection.xlsx - Excel 


Page Layout Formulas Data Review View Developer Help Q Tell me what you want t 
x» X | 5 | 
а H = ^ - = = ЖЕ E - ab " pa 
LM Ba ~ Calibri 2 A A =| 7 $2 Wrap Text General 
Paste — Brus: # = Ж = S3 [H Merge &Center ~ © = 96 » |*8:59 Conditional F 
i Formatting ~ 
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STEP 3: You can then click anywhere in your data, click the 
AutoFilter button in your Quick Access Toolbar and see the magic! 


Let us say we want to filter the data by Region - North. Click on any 


NORTH value. 


Afterwards click on the AutoFilter icon. 


a 5 Calibri 
ee TIE 
ANE ® Font 
B7 T 

A 

5 CUSTOMER 

6 | Acme, inc. 

y Widget Corp 

8 | 123 Warehousing 
9 Acme, inc. 

10 Widget Corp 
11, 123 Warehousing 
12 | Acme, inc. 

13 | Widget Corp 
14| 123 Warehousing 
15 | Acme, inc. 

16 | Widget Corp 


Page Layout 


Formulas 


Data 


Review View 


Developer 


Help 


Q Tell me what you want tq 


2 -|д д" | = = 8 55. 25 wWeap tert [Genel -] E 
2-A- | = = SE EjMege&Cene - | $- 96 ^ — 50 28 коа F 
I Alignment Is Number IE] St 
f NORTH 
B | с D E 
REGION ORDER DATE | SALES (ths) SALES (mill) 
NORTH 4/13/2015 27,181 ths 27 mill 
NORTH 12/21/2015 33,902 ths 34 mill 
EAST 2/15/2015 111,610 ths 112 mill 
CENTRAL 6/28/2015 139,435 ths 139 mill 
SOUTH 8/22/2015 77,710 ths 78 mill 
WEST 12/31/2015 118,179 ths 118 mill 
4/13/2015 48,208 ths 48 mill 
SOUTH 6/28/2015 83,359 ths 83 mill 
SOUTH 1/15/2015 50,359 ths 50 mill 
SOUTH 8/22/2015 93,555 ths 94 mill 
WEST 12/31/2015 145,311 ths 145 mill 


Your table is now filtered by the NORTH REGION with a single 


click! 
A 
5 CUSTOMER ы 
6 Асте, їпс. 
7 Widget Corp 
12 Acme, inc. 
17| 123 Warehousing 
18 | Acme, inc. 
23. 123 Warehousing 
27 | Acme, inc. 
28 | Widget Corp 
зз 


B C D E 
= REGION x ORDERDATE-|  SALES(ths) - SALES (mill) - 
NORTH 4/13/2015 27,181 ths 27 mill 
NORTH 12/21/2015 33,902 ths 34 mill 
NORTH 4/13/2015 48,208 ths 48 mill 
NORTH 4/13/2015 58,710 ths 59 mill 
NORTH 12/21/2015 97,078 ths 97 mill 
NORTH 4/13/2015 69,856 ths 70 mill 
NORTH 12/31/2015 21,346 ths 21 mill 
NORTH 12/31/2015 6,396 ths 6 mill 
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Find & Replace 


The Find & Replace feature or CTRL+H shortcut allows you to 
amend your data in seconds. Imagine you had thousands of rows of 
data that was downloaded from an external system with the wrong 
date. A simple CTRL+H will save you heaps of time! See how below. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Let us try replacing the years 2015 with the year 2021. 
Select all of the Order Dates 


Acme, inc. SOUTH 4/13/2015 $55,815 April 2014 
Widget Corp SOUTH 12/21/2015 $94,908 December 2014 
123 Warehousing NORTH 2/15/2015 $57,088 February 2014 
Demo Company WEST 5/14/2015 $56,539 May 2014 
Smith and Co. SOUTH 6/28/2015 | $63,116 June 2015 
Foo Bars SOUTH 1/15/2015 $38,281 January 2015 
ABC Telecom NORTH 8/22/2015 $57,650 August 2015 
Fake Brothers WEST 12/31/2015 $90,967 December 2015 


Find-Replace.xlsx 


DEM inset — Pagelayout Formulas Data Revie iew el е Design Q теі me what you want to do 


- =S=L л 
= ы : = 
Past BIU ^. =  —= zzz g «o 49 Conditional Formatas Cell Insert Delete Format оп & Find & 
d Up MEI к= Formatting Table- Styles -= ea Filter > Select 
Clipboard т Font [г] Alignment E Number ъ Styles Cells Editing р Find. 
> GoTo. 
B с D E F G H П J Ваен 
Vali Formulas 
= ©, ) EYS nvexcel(3€)nline сог iin 
i N = C = Comments 
us MA SE T Rm T Conditional Formatting 
2 Constants 
4 Acme, inc. SOUTH 4/13/2015 $55,815 April 2014 lp Select Objects 
5 Б Selection Pane... 
5 Widget Corp SOUTH 12/21/2015 $94,908 December 2014 
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STEP 3: We want to replace 2015 with 2021. Type that in, then click 
Replace All 


` Find and Replace ? x 


| 
Find Replace 


Find what: |2015 
Replace with: | 2021| v 
Options >> 


| -——-————— — 
| Replace All | Replace Find All Find Next Close 


Click OK. Your values are now replaced 


Acme, inc. SOUTH 4/13/2021 | $55,815 April 2014 
Widget Corp SOUTH 12/21/2021 $94 
123 Microsoft Excel x 2/15/2021 $5; - 
Find Replace 
D 5/14/2021 5¢ 
ч @ All done. We made & replacements. / / 5 Find what: 2015 v 
Sr E 6/28/2021 $63 Replace with: {2021 v 
1/15/2021 53 Options >> 
) ABC Telecom NORTH 8/22/2021 $5] 
| Replace All | All Replace Find All Find Next Close 
| Fake Brothers WEST 12/31/2021 sq] — SEES == 


STEP 4: You can also use it to remove values. Let us say we want to 
remove the NORTH Region 


Select the values of the REGION Column. Go to Home > Find & 
Select > Replace 


Find & Replace | 541 ) WORKING WITH DATA 


Go back to Working with Data 


Go to Table of Contents 


Type in the values to find the NORTH text and replace it witha 
blank. Click Replace All 


Acme, inc. 
Widget Corp 
123 Warehousing 


Demo Company 
Smith and Co. 
Foo Bars 
ABC Telecom 
Fake Brothers 


The NORTH values are now removed! 


FI 


Acme, inc. 
Widget Corp 
123 Warehousing 
Demo Company 
Smith and Co. 
Foo Bars 
ABC Telecom 
Fake Brothers 


па & Keplac---- 


4/12 nari ccr o1c Anvil IMA 
Find and Replace ? x 
12/2 
2 At Find Replace 
е "m Find what: [NORTH] - Im 
Replace with: [ 
6/2t 
| Options >> | 
1/1£ 
8 iea) Replace | | Finaan | Close | 
12/31/2021 $90,967 December 2015 
- nyexceu2s; 
q» All done. We made 2 replacements. 
па л. 
? 
Ріпа Replace 
Find what: [NORTH М 
Replace with: L М 
Options >> | 
1/15 
8 pi Replace | | Findal || FidNet | | Сое | 
12/31/2021 $90,967 December 2015 
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Find & Highlight Duplicates in Excel 


Normally when we have dirty data, we tend to get a lot of duplicates. 
But in Excel it is very easy to spot the duplicates for your data 


cleanup! 


Here is our sample list of words, you can see it has a lot of 


duplicates: 


person 
letters 

sick 
threatening 
ill 


relation 
minor 
ticket 
receptive 
letters 


Exercise Workbook: 


economic 
flat 

lucky 
mouth 

talk 

collect 
gaping 
mist 

hose 
mysterious 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select your list of words / data: 


account 
rainstorm 
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person 
letters 

sick 
threatening 
ill 


relation 
minor 
ticket 
receptive 
letters 


economic 
flat 

lucky 
mouth 

talk 

collect 
gaping 
mist 

hose 
mysterious 


rush 

trains 
destruction 
children 
prickly 
cook 

bury 

torpid 
gaping 
trains 


rush 

trains 
destruction 
children 
prickly 
cook 

bury 

torpid 
gaping 
trains 


women 
warlike 
pollution 
mark 

talk 

unit 
ticket 
aromatic 
protective 
mouth 


women 
warlike 
pollution 
mark 

talk 

unit 
ticket 
aromatic 
protective 
mouth 


Go back to Working with Data Go to Table of Contents 


STEP 2: Go to Home > Conditional Formatting > Highlight Cells 
Rules > Duplicate Values 


ou want to 


2 


me what do 2 
“у = Em, [ЕЗ - m 
LM 3X Calibri +з А.А“ =й. = Регсепїаде = E F4 i 2 Ж @ Ё Insert 
pes DEA... z w- Sort & Find & | & Paete 
aste f BIU- ii. ðv + Ж ожо #95 EH. + % 9 | 2 28 onditional Format as Cel in FS 
. « 27A $ ^^ *^ Formatting Styes- Ô 7 Бег; Select - EE) Format 
Clipboard п Font Ta Alignment г Number 
= Greater Than... 
E15 ы f mouth 
D E Fo 15 Top/Bottom Rules  » E Less Than... 


A B c [T] д 
| HOW TO FIND jme e | 


‘DUPLICATES IN EXCEL 2° "~ 

3 | Icon Sets › ЖЕ Text that Contains... 
4 | C fab] 

5 ] 5] New Rule... 


"m A Date Occurring... 


6 |account person economic rush women E Clear Rules p| ii 
7 [rainstorm letters flat trains warlike [Б] Manage Rules... =] | Duplicate Vak 
8 |tight sick lucky destruction pollution = 


3 Jalive threatening mouth children mark More Rules... 


= а-а ET ann. ENDS ann 


STEP 3: You can select the formatting that you want. For our 
example, we selected Green Fill with Dark Green Text. Click OK. 


Duplicate Values 


Format cells that contain: 


Duplicate || values with | 


You will now see the magic happen; all of the duplicate values are 
now highlighted in your Excel worksheet! 


laccount person economic rush women 
jrainstorm letters flat trains warlike 
|tight sick lucky destruction pollution 
alive threatening mouth children mark 
[ticket ill talk prickly talk 
wistful relation collect cook unit 
[regret minor gaping bury ticket 
leather ticket mist torpid aromatic 

| mouth receptive hose gaping protective 
| rinse letters mysterious trains mouth 
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Find Errors with Go to Special 
Constants 


Say you have a data set and want to make sure that each column 
contains what it is supposed to. 


For example, say we have a column which contains Dates and you 
want to check that there are no cells which contain Text. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


This is our source table, we want to get the order dates that are in 
the text format. 


A | B C D E 
3 CUSTOMER REGION 
4 Acme, inc. NORTH 4/13/2015 $55,815 $94,908 
5 | Widget Corp NORTH 12/21/2015 $94,908 December 
6 123 Warehousing EAST 2/15/2015 $57,088 February 
D Smith and Co. HN/A 6/28/2015 $63,116 June 
8 ABC Telecom 2015 8/22/2015 $57,650 August 
9 | Fake Brothers WEST August $56,897 $38,281 
10 | Acme, inc. NORTH 4/13/2015 $55,815 April 
11 Smith and Со. SOUTH 6/28/2015 $63,116 June 
12 Foo Bars SOUTH January $38,281 January 
13 | ABC Telecom #N/A 8/22/2015 $57,650 August 
14 Fake Brothers WEST 12/31/2015 $90,967 December 


Find Errors with Go to Special Constanty 545 ) WORKING WITH DATA 


Go back to Working with Data 


STEP 1: Select the Order Date column values. 


A 
CUSTOMER 


4 


REGION 


Acme, inc. NORTH 
Widget Corp NORTH 
123 Warehousing EAST 


Smith and Co. 
ABC Telecom 


Fake Brothers 


Acme, inc. 
Smith and Co. 
Foo Bars 
ABC Telecom 


Fake Brothers 


| C 
| ORDERDATE | 
4/13/2015 
12/21/2015 


6/28/2015 


6/28/2015 


8/22/2015 


Go to Table of Contents 


$55,815 
$94,908 
$57,088 
$63,116 
$57,650 
$56,897 
$55,815 
$63,116 
$38,281 
$57,650 
$90,967 


Go To 


Go to: 
Table1 


Reference: 


ама 


$94,908 
December 
February 
June 
August 
$38,281 
April 
June 
January 
August 
December 
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STEP 3: We want to select the text values in the Order Date column. 


To do that, select Constants and ensure that only Text is ticked 
(Because our invalid values are in the text format). 


Go To Special ? x 
Select 

© Comments © Row differences 

@ Constants © Column differences 


© Precedents 
С) Dependents 
Direct only 


All levels 
O Last cell 
С) Visible cells only 
© Conditional formats 
© Data validation 
All 


© Current region 
© Current array 
© Objects 

Same 


Cancel 


Now Excel has highlighted the text values for you and you can make 
the necessary changes! 


A | B C D E 

3 CUSTOMER REGION ORDER DATE SALES MONTH 
= | Acme, inc. NORTH 4/13/2015 $55,815 $94,908 
5 Widget Corp NORTH 12/21/2015 $94,908 December 
6 | 123 Warehousing EAST 2/15/2015 $57,088 February 
7 Smith and Co. #N/A 6/28/2015 $63,116 June 

8 ABC Telecom 2015 > Q $57,650 August 
9 | Fake Brothers WEST $56,897 $38,281 
10 Acme, inc. NORTH 4/13/2015 $55,815 April 

11 Smith and Co. SOUTH $63,116 June 

12 | Foo Bars SOUTH $38,281 January 
13 | ABC Telecom #N/A $57,650 August 
14 | Fake Brothers WEST 12/31/2015 $90,967 December 
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Flash Fill: How to Use In Excel 


Flash Fill in Excel was introduced in Excel 2013. 


It is very handy as Excel predicts the rest of your inputs based on 
the first entry that you have placed. Once its prediction is correct 
and you confirm it, it will fill the rest of the rows literally in a flash! 


The cool thing with Excel's Flash Fill is there is no need to 
use formulas and removes manual repetitiveness, saving you heaps 
of time in the process! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


Flash Fill: How to Use In Excel | 548 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


ACTIVATE FLASH FILL: 


If the Flash Fill does not work automatically, you need to activate in 
from Excel's backend by going to: 


File > Options > Advanced > Automatically Flash Fill 


Excel Options ? x 
General : — ^ 
= E Advanced options for working with Excel. 
Formulas 
Proofing Editing options 
Save Г] After pressing Enter, move selection 


Language Direction: |Down 


[Г] Automatically insert a decimal point 
Places: 2 


М Enable fill handle and cell drag-and-drop 
Alert before overwriting cells 


Quick Access Toolbar 


Add-Ins М Allow editing directly in cells 

Trust Center М1 Extend data range formats and formulas 
МУ] Enable automatic percent entry 
МА Enable AutoComplete for cell values 


Automatically Flash Fill 
[Г] Zoom on roll with IntelliMouse 
М Alert the user when a potentially time consuming operation occurs 


2 


When this number of cells (in thousands) is affected: 33,554 $ 


М Use system separators 
Decimal separator: 
Thousands separator: |, 
Cursor movement: 
© Logical 
O Visual 
[Г] Do not automatically hyperlink screenshot 


Cut, copy, and paste 


cone 


To demonstrate the power of Excel's Flash Fill, we will start off with 
this table of data we need to populate: 


| JFrstName [Last Name 


Homer Simpson 
lan Wright 

John Michaloudis 
Michael Jackson 


Flash Fill: How to Use In Excel | 549 ) WORKING WITH DATA 


Go back to Working with Data 


Go to Table of Contents 


STEP 1: Type Homer as the first entry in the First Name 


Pe [FirstName бая Name 


Homer Simpson Homer 
| lan Wright 

John Michaloudis 
Michael Jackson 


1 


STEP 2: In the second entry, once you type the first letter I 


for lan, Excel will auto-suggest to Flash Fill the rest of the First 
Names. 


[име Паз Name 


Homer Simpson Homer 
lan Wright lan 
John Michaloudis 
Michael Jackson 


Just in case Flash Fill does not start automatically when you are 
expecting for it to match your pattern, you can start it manually by 
clicking Data > Flash Fill. Another alternative is to press CtrI+E. 


Book - Excel 


Formulas Review View Power Pivot Q Tell me what you want to do 


eT 


m [2] Connections ^| < Clea + Flash Fill 8-2 Consolidate 
ni o 24 |A|Z [TES | Е 
-"4 |22] Properties А Yes Reapply Д Remove Duplicates 25 Relationships 
'resh Al Sort Filter Tetto — 
lle | Edit Links п Т, Advanced Columns &$ Data Validation ~ E Manage Data Model 
Connections Sort & Filter 


Data Tools 


STEP 3: If the flash fill looks good, press Enter. 


LL JistName |Last name __ 


| Homer Simpson Homer 
lan Wright lan 


| John Michaloudis [john 8 


Michael Jackson Michael 
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Go back to Working with Data Go to Table of Contents 


STEP 4: Type Simpson as the first entry in the Last Name 


pe Jristame tact Name 


Homer Simpson Homer Simpson 
| lan Wright lan 

John Michaloudis John 

| Michael Jackson Michael 


STEP 5: In the second entry, once you type the first letter W 
of Wright, Excel will auto-suggest to Flash Fill the rest of the 
Last Names. 


Firstname Last Name 


Homer Simpson Homer Simpson 

lan Wright lan т | 
John Michaloudis John 

Michael Jackson Michael 


STEP 6: If the flash fill looks good, press Enter. Your data is now 
complete without the use of a single formula! 


Pe [Firstname зине __ 


Homer Simpson Homer Simpson 

lan Wright lan Wright 

John Michaloudis John [Michatoudis 8 
Michael Jackson Michael Jackson 
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Go back to Working with Data Go to Table of Contents 


Flash Fill: Add Hyphens To Serial 
Numbers 


Flash Fill allows you to combine, extract, move & transform data 
that belongs in one column, into a new column. 


One of the cool uses of Flash Fill is formatting numbers. In our 
example below, we are going to add hyphens within our serial 
numbers! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To demonstrate the power of Excel's Flash Fill, we will start off with 
this table of data we need to apply our formatting on: 


Unformatted SSN Formatted SSN 


123456789 
478923744 
980412833 
491823821 
239842394 
123981293 
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STEP 1: Type 123-45-6789 as the first entry in the Formatted SSN 
column. We also want the rest of the SSNs to be formatted this 
way. 


Unformatted SSN Formatted SSN 


123456789 123-45-6789 
| 478923744 

980412833 
| 491823821 
| 239842394 

123981293 


STEP 2: In the second entry, once you type the first 
number 4 of 478923744, Excel will auto-suggest to Flash Fill the 
rest of the Formatted SSN column. 


Excel is smart enough to infer that you are trying to apply this 
formatting. 


If the Flash Fill looks good, press Enter. 


Unformatted SSN Formatted SSN 


123456789 123-45-6789 
| 478923744 478-92-37. 

980412833 

491823821 

239842394 

123981293 


IMPORTANT: If Flash Fill doesn’t start automatically in your selected 
cell when you type in data that matches a pattern, you will need to 
start Flash Fill manually. 


This is done by clicking on Data > Flash Fill or by pressing the 
Flash Fill keyboard shortcut CTRL+E 
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Go back to Working with Data Go to Table of Contents 


DATA REVIEW VIEW DEVELOPER POWER QUERY POWERPIVOT 


ae eee So 


erties 


ne Sort Filter Textto Flash Remove Data Consolidate 
inks YA Advanced | Columns Fill Duplicates Validation ~ 
ns Sort & Filter Data Tools 


STEP 3: What is very impressive is Excel was able to apply the same 
formatting to the rest of the table without the use of a single 
formula! 


Unformatted SSN Formatted SSN 


123456789 123-45-6789 
478923744 478-92-3744 
980412833 980-41-2833 E 
491823821 491-82-3821 
239842394 239-84-2394 
123981293 123-98-1293 
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Flash Fill: Convert Values to Dates 


Flash Fill allows you to combine, extract, move & transform data 
that belongs in one column, into a new column. 


One of the cool uses of Flash Fill is to convert your values into 
Excel dates automatically. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To demonstrate the power of Excel's Flash Fill, we will start off with 
this table of data where we need to convert to dates: 


Text Format Date Format 


20160423 
20151230 
20131211 
20161122 

| 20150530 
20140322 
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STEP 1: Type 04-23-2016 as the first entry in the Date Format 
column. 


Text Format Date Format 


20160423 04-23-2016 
| 20151230 

20131211 

20161122 

20150530 

20140322 


STEP 2: We want the rest of the Text to be formatted this way, so in 
the second entry, type 12-30-2015. 


(It is recommended to even type in a 3rd entry when dealing with 
dates, as there are many permutations and regional time formats!) 


Notice that Excel did not auto-suggest to Flash Fill. There are times 
that this happens. 


Text Format Date Format 


20160423 04-23-2016 
20151230 12-30-2015 
| 20131211 
| 20161122 
20150530 
20140322 


Since Flash Fill did not start automatically when you are expecting 
for it to match your pattern, you can start it manually by 
highlighting the entire column you want it to fill. 


Then click Data > Flash Fill or another alternative is to press Ctrl-E 
keyboard shortcut! 
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Go back to Working with Data Go to Table of Contents 


Text Format Date Format 


Book! - Excel 


Formulas i i Power Pivot Q Tell me what you want to do 


m [2] Connections a 7 = Flash Fill 8-2 Consolidate 
У м Т Е 
Ей [:] Properties р Үз Reapply В Remove Duplicates na Relationships 
îr ED Z| Set Filte to y aoe 
div 1) Edit Links Y; Advanced Columns = Data Validation ~ B Manage Data Model 
Connections Sort & Filter Data Tools 


STEP 3: You now have your data auto-populated using Flash Fill. 


What is very impressive is Excel was able to apply the same date 
format pattern to the rest of the table without the use of a single 
formula! 


Text Format Date Format 
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Flash Fill: Extract Numbers 


One of the cool uses of Flash Fill is extracting the numbers from 
your text automatically. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To demonstrate the power of Excel's Flash Fill, we will start off with 
the following table of data: 


Text Extracted Number 


| This is 803.45 only 
47512 is my number 
Pay me 9924.34 
What is 98212 
90432 
Just 123 Number 


Our mission is to extract the numbers from within the text 
cells. We can use a VBA macro or complex formulas (which will take 
time to figure out and implement) or simply use Flash Fill... 


Flash Fill: Extract Numbers | 558 ) WORKING WITH DATA 
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STEP 1: Type 803.45 as the first entry in the Extracted Number 
column: 


Text Extracted Number 


This is 803.45 only 803.45 
| 47512 is my number 

Pay me 9924.34 

What is 98212 

90432 

Just 123 Number 


STEP 2: In the second entry, once you type the first 
number 4 of 47512, Excel will auto-suggest to Flash Fill the rest of 
the numbers. 


Excel is smart enough to infer that you are trying to extract the 
numbers in the text. 


If the Flash Fill looks good, press Enter. 


Text Extracted Number 


This is 803.45 only 803.45 
47512 is my number |47512 
Pay me 9924.34 

What is 98212 

90432 

Just 123 Number 


IMPORTANT: If Flash Fill doesn’t start automatically in your selected 
cell when you type in data that matches a pattern, you will need to 
start Flash Fill manually. 


This is done by clicking on Data > Flash Fill or by pressing the 
Flash Fill keyboard shortcut CTRL+E 
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DATA REVIEW VIEW DEVELOPER POWER QUERY POWERPIVOT 
—Ó = =- E = 4 B-a 
ae Sort Filter Textto Flash Remove Data Consolidate 
YA Advanced | Columns Fill Duplicates Validation ~ 
ns Sort & Filter Data Tools 


What is very impressive is regardless of the location of the number - 
Beginning, middle or the end, Excel was able to extract 
this number without the use of a single formula or VBA! 


Text Extracted Number 


This is 803.45 only 803.45 
47512 is my number 47512 


Pay me 9924.34 9924.34 EE? 
What is 98212 98212 
90432 90432 


Just 123 Number 123 
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Flash Fill: Fix Incorrect Formatting 


Ever had the scenario where your data is formatted differently? 


Example: First names starting with lower case, last names all in 
upper case, middle initials in either cases...This drives me nuts! 


Luckily, we have Flash Fill which can automatically convert the 
entire data set into one consistent format. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To demonstrate the power of Excel's Flash Fill, we will start off with 
this table of data where we need to fix the inconsistent formatting: 


ee initial |Last Name [Full Name 


Homer Simpson 

iAn B wright 

JOHN MICHALOUDIS 
michael D JACKSON 
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STEP 1: Type Homer A Simpson as the first entry in the Full 
Name column. 


Middle Initial Full Name 
a Simpson Homer A Simpson 
B wright | | 


MICHALOUDIS 
D JACKSON 


STEP 2: We want the rest of the Text to be formatted this way, so in 
the second entry, type lan B Wright. 


Notice that Excel did not auto-suggest to Flash Fill. There are times 
that this happens. 


Middle initial _ lastName [Full Name __ 


a Simpson Homer A Simpson 


B wright lan B Wright 
MICHALOUDIS | | 


D JACKSON 


Since Flash Fill did not start automatically when you are expecting 
for it to match your pattern, you can start it manually by 
highlighting the entire column you want it to fill. 


Then click Data > Flash Fill (Another alternative is to press 
the Ctrl--E keyboard shortcut). 


Middle Initial 


Last Name Full Name 


Homer a Simpson Homer A Simpson 
iAn B wright lan B Wright 
JOHN MICHALOUDIS 

michael D JACKSON 
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Book! - Excel 


Formulas [ Power Pivot Q Tell me what you want to do 


a 


m [2] Connections ^| тез 3 = Flash Fill B-a Consolidate 
^ ы 2% |AIZ ` a - 
-R7 [:-| Properties ) Y Reapply Ё Remove Duplicates 0 Relationships 
Tres = AI Sort Filter ext to F m 
d» la} Edit Links Y? Advanced Columns С Data Validation ~ 9 Manage Data Model 
Connections Sort & Filter Data Tools 


STEP 3: You now have your data auto populated using Flash Fill. 


What is very impressive is Excel was able to apply the same 
format pattern to the rest of the table without the use of a single 
formula! 


Adios inconsistent formatting :) 


Middle Initial Full Name 


a Simpson Homer A Simpson 

B wright lan B Wright | 
MICHALOUDIS John Michaloudis 

D JACKSON Michael D Jackson 


Flash Fill: Fix Incorrect Formatting ( 563 ) WORKING WITH DATA 
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Goal Seek To Find Formula Result 


If you have a formula and want to show a specific result, but you do 
not know what input values to change within the formula, then 
Excel's Goal Seek feature is the one for you. 


Imagine you are calculating the payment terms on a loan. 


Your PMT formula gives you an amount of $1,450 but you can only 
afford to repay $1,000. You can use Goal Seek to find out what 
Principal you can borrow based on your $1,000 budget. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Enter your 3 input variables that you will need to use for 
your PMT formula - Interest Rate of 3.50%, Term of 240 months & 
Principal of $250,000 


A B C 


3.50% 
| term | >? 


TERM 
PRINCIPAL 250,000 
PAYMENT -1,450 


о чо л ЬЬ 
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STEP 2: Enter the PMT function in cell C8 =PMT(Interest Rate/12, 
Term, Principal) which will give you a monthly payment amount of - 
$1,450 


B C 
5 | RATE 3.50% 


240 


6 TERM 
250,000 


7 | PRINCIPAL | 
в | payment [;РМТ(С5/12,66,С7) | 


STEP 3: Select the cell C8 and go to Data > What If Analysis > Goal 
Seek 


H €- E Goal-Seek.xlsx - Excel 


File Home Inset Page Layout ormulas ata i i eloper Нер © Tell me what you want to do 


iz Гу From Text/CSV Cò Recent Sources [7 Ex) Queries & Connectio f-o Consolidate spe 98 Group 
NAE А [2 ФА ^ Y = u^ E* : 
= [$ From Web [ET Existing Connections vni КЕ Remove рари TUM ag Ungro 
Refresh Z| Sort Filter Textto — What-lf Fi st 
Data - С From Table/Range All В Т; Advanced | Columns EŠ Data Validation ~ Ё Manage Data Model” | Analysis~ Sheet | Е Subto! 
Get & Transform Data Queries & Connections Sort & Filter Data Tools Scenario Manager... tli 
cs d fe =РМТ(С5/12,С6,С7) к 
Data Tabl 
B С D E E G H | | y [^K 
5 RATE 3.5096 «« By Changing Cell; or 
6 TERM | 240 | << Ву Changing Cell; or 
z PRINCIPAL ,4 0.000 << By Changing Cell 


STEP 4: SET CELL: Enter the reference for the cell that contains the 


formula that you want to resolve. In our example, this reference is 
cell C8 


Goal Seek ? x 
Set cell: cal ER 
To value: 

By changing cell: FRE 


STEP 5: TO VALUE: Type the formula result that you want. In our 
example, we want the payment to be -$1,000 (Note that this number 
is negative because it represents a payment) 


Goal Seek To Find Formula Result | 565 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


Goal Seek ? x 
Set cell: C8 E 
To value: -1000| 

By changing cell: Ёё: 


STEP 6: BY CHANGING CELL: Enter the reference for the cell that 
contains the input value that you want to adjust e.g. One of our 3 
variables (Interest Rate, Principal & Term). In our example, this 
reference is cell C7 for the Principal 


Goal Seek ? x 
Set cell: C8 ERG 
To value: -1000 

By changing cell: | SCS7] Ёё: 


STEP 7: Press ОК and Goal Seek will run and produce а 
result. Press OK to keep the results or Cancel to discard 


Goal Seek Status ? x 


Goal Seeking with Cell C8 
found a solution. 


Target value: -1000 
Current value: -1,000 


3.50% 
TERM 


PRINCIPAL 172,426 
PAYMENT -1,000 


о N |с л | 
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Goal Seek To Meet Your Profit Goal 


Say you have a quarterly Profit Statement and your Sales for Q1 and 
Q2 have been reasonably well but in Q3 they dropped 

dramatically. You are left with one quarter to meet your Net Profit 
goal of $200,000. 


You can use Excel’s Goal Seek feature (under What If Analysis) to 
find out what Sales you need to achieve in Q4 in order to meet your 
Net Profit goal of $200,000. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the cell that you want to achieve your goal of 
$200,000 which is the Total Net Profit in cell F7, which is a Sum 
formula (Important: This cell must be a formula for the Goal Seek 
to work) 


A B C D E F 
4 Q1 Q2 Q3 Q4 TOTAL 
5 REVENUE 256,000 325,600 241,000 822,600 
PROFIT MARGIN 1296 1496 15% 20% 


6 


;| NET PROFIT 30,720 45,584 36,150 0 | 112,454 | 


8 


Goal Seek To Meet Your Profit Goal | 567 ) WORKING WITH DATA 


Go back to Working with Data 


Go to Table of Contents 


STEP 2: Go to Data > What If Analysis > Goal Seek 


Е ni эг 
ji E + 
ЕН Е 


: (What-if> Relationships | Grot 
Scenario Manager... 
Goal Seek... 
Data Table... 


STEP 3: SET CELL: This is the cell that contains the goal we want to 
achieve - F7 


Goal Seek ? X 
Set cell: F7| FRE 
To value: 

By changing cell: ERE 


STEP 4: TO VALUE: Type the goal value that you want to achieve. In 
our example, it will be 200,000 


Goal Seek ? xX 
Set cell: F7 ERE 
To value: 200000 

By changing cell: Е 
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STEP 5: BY CHANGING CELL: Enter the reference for the cell that 
contains the input value that you want to adjust. In our example it 
is the Q4 Sales forecast in cell E5 


E F G H | 
4 Q4 TOTAL 
Goal Seek 
5 | ! 822,600 


--------X€X--7 Set cell: 


n 


STEP 6: Press OK and Goal Seek will run and produce a 
result. Press OK to keep the results or Cancel to discard 


A B C D E F 
4 Q1 Q2 Q3 Q4 TOTAL 
5| REVENUE 256,000 325,600 241,000 437,730 1,260,330 
6 PROFIT MARGIN 12% 14% 15% 20% 
;| NETPROFIT 30,720 45,584 36,150 87,546 | 200,000 | 


Goal Seek Status ? x 


Goal Seeking with Cell F7 
found a solution. 


Target value: 200000 
Current value: 200,000 


Cancel 


" 
With Goal Seek we need to achieve Q4 Sales of $437,730 in order to 


achieve our Net Profit goal of $200,000. Over to the Sales team 
then to make it happen! 
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Group Worksheets in Excel 


Ever had a time when you needed to modify data across multiple 
worksheets? It is very easy to do this using the Group Worksheets 
feature in Excel! 


Let us say we have this same mistake on multiple worksheets - see 
the Dvv typo in the screenshot below. We want to change this to 
Dec 


E 2016 | 2017 | 2018 


The same spelling mistake is also done for the other 2 worksheets 
(2017 & 2018): 
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MONTH SALES SALES 
КЕ 
6724 
46724 | 


14982 


18024 | [оуу овов 
4 


ase) 


Гм | 2017 [203| -o EEE) 2016 | 2017 | 2018 
Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Hold the CTRL button and select the worksheets with the 
left mouse button that need editing. 


For our example, we need to select the 2016, 2017, and 2018 
worksheets while holding the CTRL button (this will turn each 
selected sheet to a white color). 


3i 2016 | 2017 | 2018 
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STEP 2: Edit the cell in any one of the worksheets. Let us change 
the Dvv to Dec and press ENTER. 


This will change all of the worksheet values to reflect the same 
change. 


MONTH SALES MONTH SALES 


| мап Ж ИЛ 2017 | ars | ШТИ 2016 | 2017 | 2018 | i | «^ 201 2017 20 | 
STEP 3: То ungroup the worksheets, right click оп the worksheet 
tabs and select Ungroup Sheets (super important to do this when 
you finish making your changes). 


7913 Insert... 

39525 EX Delete 

36015 Rename 

39360 Move or Copy... 
18480 Ql View Code 
сш Tab Color > 
12808 A 


Select All Sheets 


2016 | 2017 | item = 


Group Worksheets in Excel | 572 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


How To Create A Custom List In 
Excel 


A Custom List in Excel is very handy to fill a range of cells with your 
own personal list. It could be a list of your team members at work, 
countries, regions, phone numbers or customers. 


The main goal of a custom list is to remove repetitive work and 
manual errors in inputting. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To demonstrate the power of Excel's Custom Lists, we’ll explore 
what's currently in Excel's memory as a default list: 


STEP 1: Type February in the first cell 


STEP 2: From that first cell, click the lower right corner and drag 
it to the next 5 cells to the right 


| т 
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STEP 3: Release and you will see it get auto-populated up to July 
(The succeeding months after February) 


February March Aprl — — Mey пе мшу | 


At first, it might seem like magic on how Excel does this! 


Let us go straight into the Options in Excel to view how it's being 
done, and how you can create your own Custom List: 


STEP 4: Select the File tab 


File Home Insert Page Layo 


A4 Уй Se 


STEP 5: Click Options 


Manage 
Workbook ~ 


Account 


Options 


х 
Feedback Eo 


Browser View 
Options 
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STEP 6: Select the Advanced option 


General 
Formulas 
Proofing 


Save 


ustomize гчрроп 


Quick Access Toolbar 
Add-ins 


Trust Center 


STEP 7: Scroll all the way down and under the General section, click 
Edit Custom Lists 


General 


Provide feedback with sound 
v| Provide feedback with animation 
Ignore other applications that use Dynamic Data Exchange (DDE) 
v| Ask to update automatic links 
В Show add-in user interface errors 
v| Scale content for A4 or 8.5 x 11" paper sizes 
At startup, open all files in: 


Web Options... 
v| Enable multi-threaded processing 
Create lists for use in sorts and fill sequence}: | Edit Custom Lists... 


Here you can see the built-in default Excel lists of the calendar 
months, and the days. 
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If you click on a Custom List, you will see under List entries that it 


is greyed out and you cannot make any changes. This indicates that 
it is a default Excel Custom List. 


Custom Lists 


Custom Lists 


Custom lists: 

NEW LIST 

Моп, Tue, Wed. Thu, Fri, Sat. 
Monday, Tuesday, Wednesday, 
Jan, Feb, Mar, Apr, May, Jun, Jt 
January, February, March, Apri 


List entries: 


Mon 
ue 

Wed 
Thu 
Fri 
Sat 
Sun 


Import list from cells: 


STEP 8: You can create & add your own Custom List under the List 
entries section. Click on NEW LIST under the Custom Lists area and 
then manually enter your list, entering one entry per line: 


Custom Lists 


| Custom lists: List entries: 


alpha Add 
Mon, Tue, Wed, beta 
Monday, Tuesday, Wednes | 


Jan, Feb, Mar, Apr, May, Jun, Jt 
January, February, March, Apri 


Press Enter to separate list entries. 
Import list from cells: 


n 
Н 


Import 
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After typing the values, click Add. 


In our screenshot below, we added the values of the Greek alphabet 
(alpha, beta, gamma, and so on) 


Click OK once done. 


Custom Lists 


Custom Lists 


Custom lists: 


NEW LIST 

Sun, Mon, Tue, Wed, Thu, Fri, ! 
Sunday, Monday, Tuesday, We 
Jan, Feb, Mar, Apr, May, Jun, Jt 


January, February, March, Apri 
alpha, beta, gamma, delta, eps 


Press Enter to separate list entries. 


Import list from cells: 


? X 
alpha Add 
beta 
gamma 
delta Delet 
epsilon 
zeta 
eta 
thetal 

SAS4:SFS4 Fits Import 
cane 


STEP 9: Click OK again 
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STEP 10: Now let's go back into our Excel workbook to see our new 
Custom List in action. Type alpha on a cell 


STEP 11: From that cell, click the lower right corner and drag it to 
the next 5 cells to the right 


al | | | | | 
MEM ESEBREL.LLLL.'E]-t;-G!A ZEE 


STEP 12: Release and you will see it get auto-populated to zeta, 
which is based on our Custom List created in Step 8 
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Hyperlinks: Buttons 


Excel’s hyperlink capability is amazing but many people don't use it 
as they don't know its full capabilities. 


With a hyperlink you can link an object/text to open an existing file 
on your desktop, go to a website, open up an email to a specific 
contact or go to a cell within your workbook. 


I will show you in the example below how you can create a hyperlink 
in a shape and then click on the shape to go to a specific section 
within your workbook without the need to scroll. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To have a better idea, this is how our workbook is setup, we have 3 
main sections that we want the buttons to navigate to: 


Sales 
П 

; 
3 | TOTAL 441,177 387,358 347,564 1,176,099 | 
4 1401 f 

r 
5 1402 

Fr 
6 1403 
т — o — | oov 83,893 93,562 306,712 
8 1404 
9 1405 
10 | 1406 
| 2 | моз | вз 101,895 295,152 
12 1407 

1 r 

13 1408 
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— 
1402 маз | 955 ово 5359 | 
1403 
1404 


1405 
1406 
52,903 
1407 
1408 


— 
1402 
1403 
36,996 
1404 
ws — ©зз | без | өз | 2мв› 
1406 
55,36 
1407 


ainn a ——-—————| 
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STEP 1: Go to Insert > Illustrations > Shapes > Any Rectangle 
Shape 


Page Layout Formulas Data Review View Developer H 


= Bb | В Get Add-ins 1? iu - E 


УК - Ши - Fue 
д My Add-ins ~ A gon a- io 


Add-ins Charts 


F lex СУ £ Q T5 SmartArt 


+ Screenshot ~ 


»tTable Recommended Table | Illustrati 
PivotTables х 


Tables 


Y 


NAL ER 


Lines 


ENN ODALLO SA) | 


STEP 2: Create a rectangle and type SALES. Update the formatting 
to make the text look bigger and centered. 


Hyperlink-Buttons1.xlsx - Excel 


Formulas Data Review View Developer He 


— BS ere 
= | Ме! 


Clipboard Г Font fs Alignment 
Rectangle1 7| i fe 
F la B 
4| А | | р | Е | ormula ar | G 


=l) 


~ 


> | à 
à nir a а 


STEP 3: While holding CTRL + SHIFT, drag your first button using 
left-click to instantly duplicate it. Do it twice. 


Ге | saes | sacs $ 
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STEP 4: Go to Format > Shape Style and pick the formatting you 
want. Do it for all buttons to differentiate them from one another. 


€ - $ Hyperlink-Buttons1.xlsx - Excel 
Home Insert Page Layout Formulas Data Review View Developer Help Format 
SN OO 00| < Edit Shape~ All v 
LLOVGVGI- Text Box Theme Styles A : М 
М.Х € Xt 


WordArt Styles 


insert shapes Gig (=) (=) (9) [9] (=) 
‘anglel 7| : fæ 
Abc Abc Abc Abc Abc Abc 
^ | | E a Ө Ө Ө a Ө Ө HB | 
| | a a a a a a a innt 
saLes| м (5) (>) (=) (=) (5J [=) [= 


rink E 


TOTAL 441,177 
1402 
1403 
1404 | 
i Presets 
1405 


Make sure to change the text of the other buttons to COSTS and 
PROFIT. 
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STEP 5: We will now create the cell that our button will navigate to. 


Select the blank cells beside the SALES table. Then select Home > 
Merge & Center 


Hyperli 


View Developer Help 


TN ik ў = y~- 80 Wrap Text General 
== x EU Е Merge & Center ~ 1 $ ~ % 
Clipboard Гу Font fs gnment fs Nu 
(A2 | ЕЕ І 
4|_A © D E F G 


NA EU APAC TOTAL 


441,177 387,358 347,564 1,176,099 
| 45,761 | 26,028 | 30,033 | 101,822 | 
" 
12 
13 | 22246 | 19246 | 3390 | 7502 | 
14 
15 
16 
17 [48797 | 28722 | 39283 | 116802 | 
18 
19 


20 a 34 EE 10% 


2 |о |о | ч |а |и |љ |ы in 
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STEP 6: Copy the cell reference. For SALES this is cell A2. 


Clipboard г! Font rl Alignment rl 


ў 


о: 

73,948 

39,283 
nos 
82,736 
ШШШ 5 


STEP 7: Right click on the SALES Button and select Link. 


Copy 
p, Paste Options: 
аљ 

D 
EJ Edit Text 


f*' Edit Points 


+ 


>ho Pe кузы NN CEN | 


Bring to Front 


Assign Macro... 
es] Edit Alt Text... 
Set as Default Shape 


28 [| Size and Properties... 


aE Pe ee СЕИ 


y Format Shape... 
1411 s © 
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STEP 8: Make sure Place in This Document is selected then place 
the cell reference A2. Press OK. 


Insert Hyperlink ? x 
Link to: Text to display: E « Selection in Document» > ] ScreenTip... 


Type the cell reference: 


Existing File 
or Web Page 


PaceinThis f| | ^ 
Document i Defined Names 


Create New 
Document 


a 


E-mail 


| Add | | 


STEP 9: Do the same for COSTS. Select the blank cells beside the 
COSTS table. Then select Home > Merge & Center. Copy the cell 
reference. For COSTS this is cell A26. 


E se cra c E. iig AC жә = gm l— I— LINEA EEUU PEA 
Clipboard Гу Font fs Alignment E Nu 


A 
o 
m 


TOTAL 


235,780 192,379 198,846 


81,458 


56,566 


“ 


2 | |[> иие gc [8 
zd ЕЕЕ ЕЕЕ ~ 
крче тс нл N 


49,291 


e 


, 


173,883 
53% 


47,591 
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STEP 10: Right click on the COSTS Button and select Link. Make 
sure Place in This Document is selected then place the cell 
reference A26. Press OK. 


Insert Hyperlink ? x 
Link to: Text to display: | « «Selection in Document» > ScreenTip... 


Деј 
‚| Existing File 
| or Web Page 


g. Cell Reference 
i.. Defined Names 


Place in This 
Document 


|| Create New 
i| Document 


E-mail 


| [ o |f cona | 


STEP 11: Select the blank cells beside the PROFIT table. Then select 
Home > Merge & Center. Copy the cell reference. For PROFIT this is 
cell A48. 


Clipboard 5! Font mni Alignment mi 


[NA | EU | АРАС | TOTAL | 
. 205,397 194,979 148,18 549,094 
| 9152 | 5% | 500 | 20364 | 
| 9654 | 3755 | 12013 
8,311 | 19,628 


24,162 


56,886 55,403 35,145 147,434 
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STEP 12: Right click on the PROFIT Button and select Link. 


Make sure Place in This Document is selected then place the cell 
reference A48. Press OK. 


| Insert Hyperlink ? x 
| 


Link to: Text to display: | < < Selection in Document» > ScreenTip... 


Existing File 
or Web Page 


Create New 
Document 


al 


E-mail 
Address 


| ——————--—--+ -————+—————-- — -— —— — o o - l шшш 


STEP 13: Let's freeze in place the top row that contains our 
buttons. 


Go to View > Freeze Panes > Freeze Top Row 


Hyperlink-Buttons1.xlsx - Excel 


Developer Help Q Tell me what you want to do 


EF Split PN] 
225 ши zm 
i : Hide hrot E 
Zoom 100% Zoom to New Arrange Freeze —— E Switch 
Selection | Window АП Panes — JA Windows 
Zoom Freeze Panes 
g Keep rows and columns visible while the rest of 


E r £ Keep the top row visible while scrolling through 
the rest of the worksheet. 
PROFIT EC Keepthe fist col 
BH Keep the first column visible while scrolling 
Hyp through the rest of the worksheet. 
єн 
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Now try clicking on the buttons and you will be impressed with the 
instant navigation! 


| meo г Жа ле s= J 


4| A B € D E F 
SALES COSTS PROFIT 
| МА EU APAC TOTAL 


49 TOTAL 205,397 94,979 148,718 549,094 _ 
50 1401 9152 | 5206 | 6007 | 20364 | 
E | 9654 | 3755 | 12013 [| 25421 | 
| 831 | 3295 | 8021 | 19628 | 
| 6383 | 6130 | 11649 | 24162 | 

101,861 

38,241 145,652 

21,614 

69,685 


19,749 94,334 
8,042 32,705 
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Hyperlinks: Fix Links to a Named 
Range 


Hyperlinks in Excel must be one of the funkiest features that | love 
playing around with! 


They allow you to create interactive buttons within Excel (without 
the need to create a Macro) and you can make them take you to any 
cell or range within your Excel worksheet. 


One shortfall is that when you set a Hyperlink to go to a cell 
reference, it will always reference the said cell, regardless of any 
additions/deletions to your rows/columns. 


For example, if you tell it to go to C10, it will always go to C10. Add 
a new column in Column B, the hyperlink will still end up at C10. 


Sometimes this is not the outcome we want to achieve. 


| will show you a trick where you can fix the referenced cell/range 
using a Named Range, so that it does not move as the worksheet 
changes. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: Highlight the range or select the cell that you want the 
Hyperlink to refer to: 


26,028 
13,411 
44,454 
83,893 
16,481 
21,894 
49,937 


88,312 
41,726 
19,246 
40,718 
101,690 
42,240 
28,722 
42,501 
113,463 


STEP 2: Go to the Name Box on the top left-hand corner of the 
worksheet and enter a name (with no spaces): 
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STEP 3: Insert a Shape and right click on the Shape and choose 


Hyperlink: 


Cut 
Copy 

Paste Options: 

— | 

an 

Exit Edit Text 

Font... 

Paragraph... 

Bullets › 
Hyperlink... 

Assign Macro... 

Format Text Effects... 


Format Shape... 


This will open up the Insert Hyperlink dialog box. Select the 
Defined Name that you set up in Step 2 and press OK. 


Insert Hyperlink 


Existing File А1 
or Web Раде 


Type the cell reference: 


Or select a place in this document: 


Link to: Text to display: | « «Selection in Document» > 


? х 


ScreenTip... 


=) Cell Reference 
Place in This | | | "Data 
Document =). Defined Names 
АРАС 
t3 i. EU 
Create New Bl NIA 
Document LJ 
E-mail 
Address 
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STEP 4: Clicking on the Shape will highlight your referenced range. 


NA APAC TOTAL 


441,177 347,564 
45,761 30,033 101,822 
34,477 42,902 90,790 
E I 20,627 114,100 


129,257 93,562 306,712 
41,554 40,105 98,140 
22,795 41,604 86,293 
40,596 20,186 110,719 


104,945 101,895 295,152 
42,395 23,948 108,069 
22,246 33,600 75,092 

17,216 11,823 69,757 

81,857 69,371 252,918 
38,831 21,466 102,537 
48,797 39,283 116,802 
37,490 21,987 101,978 
125,118 82,736 321,317 


8 


You can add extra Columns/Rows in your worksheet and clicking on 
your Hyperlink will follow your referenced range! 
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Paste Special: A Values Multiplier 


Paste Special has a few different Paste features and operations that 
many users do not know about. 


One of them is the Paste Special > Values > Multiply combination. 


What that does is multiply a range of selected cells by a value, called 
the multiplier. So if you want to increase all your values by 10%, you 
can see how below: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Enter the amount to multiply by (the multiplier) in an 
empty cell, e.g. 1.10 


YEAR REGION SALES $ 1.1 | 
2014 NORTH 3583 

2014 EAST 47713 

2014 SOUTH 96331 

2014 WEST 55156 

2015 NORTH 2701 

2015 EAST 42919 

2015 SOUTH 96916 

2015 WEST 21795 
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STEP 2: Copy that cell 


YEAR 
2014 
2014 
2014 
2014 
2015 

] 2015 

2015 

2015 


REGION 
NORTH 
EAST 
SOUTH 
WEST 
NORTH 
EAST 
SOUTH 
WEST 


SALES $ 
3583 
47713 
96331 
55156 
2701 
42919 
96916 
21795 


Go to Table of Contents 


STEP 3: Select the data range you want to multiply, Right Click 
and select Paste Special 


/ALUE 


= 


N 


e 


* EEG m = JU XU w 


nat ШИШ “I 


Cut 


Copy 


Paste Options: 


Insert Copied Cells... 
Delete... 

Clear Contents 

Quick Analysis 

Filter 

Sort 

Get Data from Table/Range... 
Insert Comment 

Format Cells... 

Pick From Drop-down List... 
Define Name... 


Link 


л 
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STEP 4: Select Values & Multiply and press OK 


Paste Special 


Paste 


O all 


© Formulas 
@ Values == 
© Formats 


С) Comments 

© Validation 
Operation 

© None 

O Add 

© Subtract 


C] Skip blanks 


С) All using Source theme 
© All except borders 
С) Column widths 
O Formulas and number formats 
С) Values and number formats 
All merging conditional formats 


Your values have now been multiplied by the multiplier! 


YEAR REGION 
2014 NORTH 
2014 EAST 
2014 SOUTH 
2014 WEST 
2015 NORTH 
2015 EAST 
2015 SOUTH 
2015 WEST 


SALES $ | 11 
3941.3 

52484.3 

105964.1 

60671.6 


ZU 
47210.9 
106607.6 
23974.5 


its (Ctrl) ~ 
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Paste Special: Add Values Toa 
Range 


Paste Special has a few different Paste features and operations that 
many users do not know about. 


One of them is the Paste Special > Values > Add combination. 


What that does is it adds a value to a range of selected cells. Let us 
say that business is doing so well and we want to increase all of the 
employee bonuses by $1000 in one go! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Enter the amount to add to in an empty cell. In our case, 
1000. 


A B С D E 
4 YEAR EMPLOYEE BONUS $ | 1000 | 
5 2021 John 3,000 
6 2021 Jane 1,500 / 
7 2021 Paul 1,200 
8 2021 Ray 2,500 
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STEP 2: Copy that cell 


A B | E 


4 | ҮЕАВ EMPLOYEE BONUS $ 
э 2021 John 3,000 
6 | 2021 Jane 1,500 
FEX 2021 Paul 1,200 
8. 2021 Ray 2,500 


STEP 3: Select the data range you want to add to, Right Click and 
select Paste Special 


~ ~ vee 


Calibri -|12 ~ A д" $ - 96 


= | - c s rÉ- A Era 
4 YEAR EMPLOYEE BONUS $ i 1000 T 
5 2021 John 3,000 |% ©“ 
l {г Сору 

6 2021 Jane 1500 | Mà Paste Options: 

Ў 2021 Paul 1,200 

8 2021 Ray 2,500 

9 Smart Lookup 

10 | Insert Copied Cells... 

Delete... 

ы, Clear Contents 

12 f£] Quick Analysis 

13 Filter > 
14. Sort > 
15 FA Get Data from Table/Range... 

tJ Insert Comment 
2 1 E Format Cells... 
17 | Pick From Drop-down List... 
© ^ ^ | Analysis | ysis (e Define Name... 

Select destination and press ENTER or choose Paste б Link L 
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STEP 4: Select Values & Add and press OK 


Paste Special ? 
Paste 
O all С) All using Source theme 
С) Formulas С) All except borders 
@ Values а= O Column widths 
С) Formats С) Formulas and number formats 
(O Comments © Values and number formats 
С) Validation All merging conditional formats 
Operation 
© Nene С) Multiply 
Omi Ge О" 
© Subtract 
C] Skip blanks L] тгапѕроѕе 
Paste Link Cancel 


A | B с р Е 

4 ҮЕАВ EMPLOYEE BONUS $ ! 1000 |! 
5 2021 John 

6 2021 Jane 

T 2021 Paul 

8 2021 Ray 

9 | DS (Ctr) ~ 
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Power Query: Consolidate Multiple 
Worksheets 


Power Query (Get & Transform) is simply an awesome feature in 
Excel! 


| get lots of queries asking me if there is a way to easily 
combine Tables from multiple sheets in the same workbook 
with Power Query 


With Power Query, the answer is YES! 


If you have multiple Excel worksheets that are in the same format 
and their underlying differences are their values and dates (e.g. 
January Sales List, February Sales List, March Sales-List, etc), then we 
can easily use Power Query to consolidate multiple worksheets.. 


Here’s our 3 multiple worksheets: 


| Jan 2016 Feb 2016 | Маг 2016 


Exercise Workbook: 
DOWNLOAD EXCEL WORKBOOK 


STEP 1: Make sure that each worksheet's data is in an Excel Table 
by clicking in the data and pressing CTRL+T 


D 


'ERSON SALES REGION OREL 
Jackson AMERICAS 13/ 
Jackson AMERICAS 1 21/ 
JackSt Create Table ? x EV 
Jackst А 24/ 
Where is the data for your table? 
Jacks! | Sgasi:sis58d E] P9/ 
Jackst 28/ 
V] My table has headers 
Jacksi == 28/ 
Jackst 29) 
Jackson AMERICAS 06/ 
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Go back to Working with Data 


Go to Table of Contents 


STEP 2: Click in each of the worksheets data that you want to 


consolidate and select Data > Get & Transform Data > From 
Table/Range 


Home Insert Page Layout Formulas Data 


Review View Help 
E E From Text/CSV Lò Recent So [2 F5] Queries & Connections 
fa 
[& From Web А g Connections к” |- 
Get Refresh 
Data- From Table/Range All 


Get & Transform Data Queries & Connections 


STEP 3: This will open up the Query Editor and all you have to do 
here is press Close & Load. 


Make sure to do Step 2 & 3 for each worksheet you want to 
consolidate 


Home Transform Add Column View 
a^ Р [£4 Properties HE Hee MEY, ШЕЮ B. Remove Duplicates 
= e X anm ese 


} Advanced Editor È Remove Errors ~ 
J х 
Close & Refresh 


Choose Remove Keep Remove 
Load view ~ Columns Columns" . Rows» Rows ~ 
cose Wy, Query Manage Columns Reduce Rows 
> f | = Table. TransformColumnTypes(Source,{{"CUSTOMERS", type text: 
© вв, CUSTOMERS v| DATE v|sas  ([|v-|cOoSIs |+ 
E 1 Acme, inc. 01/01/2016 00:00:00 24640 16999 
2 Widget Corp 02/01/2016 00:00:00 24640 13059 
3 123 Warehousing 03/01/2016 00:00:00 29923 13826 
4 Demo Company 04/01/2016 00:00:00 66901 18658 
5 Smith and Co. 05/01/2016 00:00:00 63116 19949 
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STEP 4: Select Data > Get Data > Combine Queries > Append 


Home Insert Page Layout Formulas 


Р [f From Text/CSV IE. [ТЇ Queries 
ёа - 
E r E5 Existing Connections б? 
Get Refresh 
Data * E] From Table/Range All * 
N Queries & Cc 
В From File › 
fe || Test 
[5 
Б From Database › 
ШШ 
ы From Azure › 
| am 
| p | E Е 
| A From Online Services › 
> From Other Sources d 


БА Launch Power Query Editor... 
[8 Data Source Settings... 


|] Query Options 
mey 


STEP 5: Choose the Three or more tables option 


X 
Append 
Concatenate rows from two tables into a single table. 
© Two tables Three or more tables 
First table 


Second table 


Cancel 
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STEP 6: Add the tables to append from the Available Tables (from 
the left) to the Tables to Append (to the right) by selecting and 
pressing the Add button. 


You can also organize the order that you want your consolidated 
table to appear by moving the Tables up or down 


Press the OK button! 


Append 
Concatenate rows from three or more tables into a single table. 


Two tables ©) Three or more tables 


Available tables Tables to append 
Data_Source Data_Source 
Data_Source2 Data_Source2 
Data_Source23 Data_Source23 
Append1 


Add >> 


OK Cance! 


STEP 7:This will open up the Query Editor once again. Choose 
Close & Load. 


Home Transform Add Column View 


a ы Ee Properties Е Е НЕН MY, NEX §-A Remove Dur 
- Le GE} Advanced Editor A | | Remove Errc 
Close & Refresh Choose Remove Keep Remove 
Load eview v Columns Columns" Rows% Rows" 
cone Query Manage Columns Reduce Rows 
> f = Table.Combine({Data_Source, Data Source2, Data Sourc 
B ЕВ, CUSTOMERS +” | DATE v | SALES * | COSTS v 
E 12 Sample, inc 12/01/2016 00:00:00 87868 16886 
13 Acme Corp 13/01/2016 00:00:00 95527 19530 
14 Allied Biscuit 14/01/2016 00:00:00 90599 17151 
15 Ankh-Sto Associates 15/01/2016 00:00:00 17030 11262 
16 Extensive Enterprise 16/01/2016 00:00:00 65026 10309 
17 Galaxy Corp 17/01/2016 00:00:00 57579 17183 
18 Globo-Chem 18/01/2016 00:00:00 34338 15907 
19 Мг. Sparkle 19/01/2016 00:00:00 90387 17607 
20 Globex Corporation 20/01/2016 00:00:00 62324 18267 
21 LexCorp 21/01/2016 00:00:00 28871 17130 
22 LuthorCorp 22/01/2016 00:00:00 34714 14482 
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STEP 8: This will open up a brand new worksheet which will 


consolidate all the worksheets into one big Table: 


| CUSTOMERS ~ | DATE v | SALES |» | ‘COSTS ~ | 
58 Sombra Corporation 2/26/2016 0:00 56847 32996 
59 |Sto Plains Holdings 2/27/2016 0:00 39034 32836 
60 |Tessier-Ashpool 2/28/2016 0:00 57749 10244 
61 |Wayne Enterprises 2/29/20160:00 86406 18475 
62 |Acme, inc. 3/1/2016 0:00 31234 24747 
63 | Widget Corp 3/2/2016 0:00 25235 26141 
64 |123 Warehousing 3/3/20160:00 44375 39544 
65 Demo Company 3/4/20160:00 15683 19855 
66 |Smith and Co. 3/5/20160:00 43398 21938 
67 | Foo Bars 3/6/2016 0:00 62112 33920 
68 |ABC Telecom 3/7/2016 0:00 17339 14076 
69 Fake Brothers 3/8/2016 0:00 21409 36514 
70 |QWERTY Logistics 3/9/2016 0:00 43555 42535 
71 |Demo, inc. 3/10/2016 0:00 26633 44501 
72 |Sample Company 3/11/2016 0:00 45623 37385 
73 Ѕатріе, іпс 3/12/2016 0:00 41068 45830 
74 |Acme Corp 3/13/2016 0:00 69248 39633 
75 | Allied Biscuit 3/14/2016 0:00 62127 20617 
76 |Ankh-Sto Associates 3/15/2016 0:00 55624 30964 
77 |Extensive Enterprise 3/16/2016 0:00 94286 15181 
72 |саіажы Carn 23/17/2016 0-00 1147A Anns2 


STEP 9: From this consolidate worksheet you can Insert a Pivot 


Table and do your analysis: 


Row Labels ~ Sum of SALES 


1,578,651 
1,701,605 
1,369,747 


4 


Grand Total 


4,650,003 


This is how you can combine tables and use Power Query 
consolidate multiple worksheets feature. 
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Power Query: Consolidate Multiple 
Workbooks 


One of the most sought after a query from the millions of Excel 
users around the world is: 


How do! consolidate multiple Excel workbooks into one? 


There are a couple of ways you can do this, using VBA or complex 
formulas but the learning curve is steep and out of reach for most 
Excel users. 


Luckily with Power Query (Get & Transform), this consolidation task 
can be done in a couple of minutes! That's right, only a couple of 
minutes. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Create a New Folder on your Desktop or any directory and 
name it to whatever you like e.g. 2016 Sales 


Move an Excel Workbook in this Folder that contains your Sales 
data e.g. January 2016.xlsx 


ENSE 


2016 Sales lanuary 2016 


IEEE -> Move to 2016 Sales И РЕ 


Sales xls 
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Go to Table of Contents 
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STEP 2: Open a NEW Excel Workbook and go to Power Query > 
From File > From Folder 


Home Insert Page Layout 


(5 Recent Sources 


[2 F3 Queries & Connections 


Eè Existing Connections 
- i Refresh 


All 


Connections 


ad From Workbook 


LE From Database d E From Text/CSV G H 
E From XML 


‚ From JSON 


E! From Azure 
m 


From Online Services 


Combine Queries 


Е 

LO» 

[ 

E From Other Sources 
би 


ЕЙ Launch Power Query Editor... 
] [5 Data Source Settings... 


! E Query Options 
= 


STEP 3: From the Folder dialogue box, click the Browse button 


Folder 


Choose a folder. 


Folder Path 


Cancel 
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This will bring up the Browse for Folder dialogue box and you 
need to select the folder you created in Step 1 and press OK. 


This is how you can use Power Query load multiple files 
from folder feature. 


Browse For Folder x 


E Homegroup ^ 
[83 Control Panel 
& Recycle Bin 


E Excel Training 

| | Legos 

П Music 

MyExcelOnline 

| | Outlook Email Setup с 


cane 


STEP 4: This will open up the Query Editor. 


From in here you need to select the first 2 columns (hold down the 
CTRL key to select) and Right Click on the column heading and 
choose Remove Other Columns 


ЕВ. Content ++ Name ~ | Evtancian ~ | Dataa 
E Copy | 
1 Binary January 2016 S: Ё ор) 


pog Remove Columns 


Remove Other Columns 


Remove Duplicates 


Remove Errors 
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STEP 5: You need to go to Add Column > Add Custom Column 


Home Transform Add Column View 


p EŞ [; { Merge Columns 
Duplicate Column (53 Extract 
Add Custom Format pe 
Column т Parse 
General From Text 


STEP 6: This will bring up the Add Custom Column dialogue box. 


In here you need to name the new column e.g. Import, and within 
the Custom Column Formula you need to enter the following 
formula: 


= Excel.Workbook([Content]) 


This will import the workbooks from within the Folder that you 
selected in Step 3 


Add Custom Column 


New column name 


Custom column formula: Available columns: 
Content 
Name 
<< Insert 
Learn about Power Query formulas 
V No syntax errors have been detected. Cance 
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STEP 7: You now have a new column called Import. 


Click on the Expand Filter and select the Data box only and press 
OK. This will import the workbook from the folder 


EB. Content **| Name v | Import 


®© Expand Aggregate 


m (Select All Columns) 


Hidden 


¥ Use original column name as prefix 


Cance 


STEP 8: Click on the Expand Filter from the Import Data column 
and select OK. This imports all the columns' data from within the 
workbook 


E8. Content **| Name v | Import.Data Ф 


1 8 


®© Expand Aggregate 


< 


(Select All Columns) 
¥ Columni 
4; Column2 
4| Column3 
4; Column4 


4| Column5 


¥ Use original column name as prefix 


Cance 
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Binary 
Binary 
Binary 
Binary 
Binary 
Binary 
Binary 
Binary 


wont nuk wn = 


Binary 


xi 
eo 


Binary 


ә 
= 


Віпагу 
12 Віпагу 
13 Віпагу 
14 Віпагу 
Віпа 


EB. Content ++ Name 


January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales.xlsx 
January 2016 Sales. xlsx 
ry 2016 Sales.xl 


[* | Import.Data.Columni 


CUSTOMER 
Acme, inc. 
Widget Corp 

123 Warehousing 
Demo Company 
Smith and Co. 
Foo Bars 

ABC Telecom 
Fake Brothers 
Acme, inc. 
Widget Corp 

123 Warehousing 
Demo Company 


Smith and Co. 


ORDER DATE 
01/01/2016 
02/01/2016 
03/01/2016 
04/01/2016 
05/01/2016 
06/01/2016 
07/01/2016 
08/01/2016 
09/01/2016 
10/01/2016 
11/01/2016 
12/01/2016 
13/01/2016 


SALES 


[~] Import.Data.Column2 |” | Import.Data.Column3 | 


26884 
46174 
44802 
49049 
80369 
53522 
67320 
66663 
58146 
83288 
22024 
64750 
53586 


Import.Data.Column4 | ~ | Import.Data.ColumnS 


MONTH 
January 
January 
January 
January 
January 
January 
January 
January 
January 
January 
January 
January 


January 


YEAR 


STEP 9: Now it is time to transform the data by making some 
cosmetic changes! 


Remove the Content column by Right-Clicking and choosing 


Remove 


Ex. 
1 Binary 
2 Binary 
3 Binary 
4 Binary 
5 Binary 


++ Name 


ЕВ Сору 


EL: 


Remove 


emove Other Columns 


Duplicate Column 


[x| Imnori 
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STEP 10: Select the /mport.Data.Column!1 and filter out the 
CUSTOMER heading and press OK. This will also remove the other 


column's headers 


2 ES. Name 

Al Sort Ascending 
Z 
Al 


Sort Descending 


® 


Text Filters 


т (Select All) 


4; 123 Warehousing 
4; ABC Telecom 


м Acme, inc. 


м Foo Bars 
+. Smith and Co. 
м) Widget Corp 


vy | Import.Data.Columni 


avav VET шо шч 


v 
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STEP 11: Select the Date column and go to Transform > Data 
Type > Date 


Transform Add Column View 

£g m N Data Туре: Any > 1, Replace Values a Pivot 

G& Reverse Rows Decimal Number te Errors = Unpi 
w 
~ Н Count Rows Currency pug Move 
le Whole Number folumn 

| ЭЗ 1 Date/Ti 1 ЧҮТ 
[=] impo Time In 


12016 Sales.xlsx Аст Ыслама 01/01/2016 
12016 Sales.xisx Widg Dodson 02/01/2016 
12016 Sales.xlsx |123 | Em 03/01/2016 
12016 Sales.xlsx Dem 04/01/2016 
12016 Salesxisx тій  Tue/False 05/01/2016 
12016 Sales.xlsx Fook Binary 06/01/2016 
12016 Sales.xlsx АВС Telecom 07/01/2016 


STEP 12: Select the Sa/es column and go to Transform > Data 
Type > Currency 


2 


Transform Add Column View 
£A ne Any * i 2 Replace Values a Pivot Column П 
ag Reverse Rows Decimal Number ce Errors = Unpivot Columns * Г 1 
Ww I Split 
~ ІН Count Rows a Move ~ Column * 
ole Whole Number folumn 
f | | = Table.Se пае As", each ([Import.Data.Columnl] <> 
— Date — 
Pme onm. — m 
{ 2016 Sales.xlsx Acme a — 01/01/2016 26884 Jz 
y 2016 Sales.xlsx Widg Dusntión 02/01/2016 46174 J: 
y 2016 Sales.xlsx 123 1 ze 03/01/2016 44802 Jz 
е - 
| 2016 Ѕаіеѕ.хіѕх Dem 04/01/2016 49049 Jz 
(2016SalesxIsx Smiti тие/БаБе 05/01/2016 80369 J: 
(2016 Sales.xisx — Foot Вїпагу 06/01/2016 53522 Ji 
12016 Sales.xlsx АВС Telecom 07/01/2016 67320 ji 
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STEP 13: Rename the column headings to whatever you like by 
double clicking on the column header, renaming and pressing OK 


Customers |” | Date |” | Sales $ | Month |=)үё| v] 
Acme, inc. 01/02/2016 77231 February wW 
2 


Widget Corp 02/02/2016 42638 February 


STEP 14: Go to File > Close & Load. 


& Close & Load 


F^. 2 
[EE Close & Load To... 
kat? 


2 Discard & Close 
X 


This will put the data into a new worksheet within your workbook 


A B C D E F 


Name | | B Customers M Date M sales $ BJ Month M Year & 


January 2016 Sales.xlsx Асте, inc. - 01/01/2016 26884 January 2016, 


January 2016 Sales.xlsx — WidgetCorp _ 02/01/2016 46174 January 2016 
January2016Sales.xlsx 123 Warehousing 03/01/2016 44802 January 2016 


January 2016 Sales.xlsx Demo Company 04/01/2016 49049 January 2016 
January 2016 Sales.xlsx Smith and Co. 05/01/2016 80369 January 2016 
January 2016 Sales.xlsx Foo Bars 06/01/2016 53522 January 2016 
January 2016 Sales.xlsx  ABCTelecom 07/01/2016  67320January 2016 


January2016Sales.xlsx Fake Brothers 08/01/2016 66663 January 2016 
January 2016 Sales.xlsx Асте, inc. 09/01/2016 58146 January 2016 


January 2016 Sales.xlsx Widget Corp 10/01/2016 83288 January 2016 
January 2016 Sales.xlsx 123 Warehousing 11/01/2016 22024 January 2016 


January 2016 Sales.xlsx Demo Company 12/01/2016 64750 January 2016. 


January 2016 Sales.xlsx Smith and Co. 13/01/2016 53586 January 2016, 
January 2016 Sales.xlsx — Foo Bars 14/01/2016 14333 January 2016 
cv argc 15/01/2016 29570 January 20165 


a ХУ | Data Sheet1 
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STEP 15: You can now Insert a Pivot Table to do your analysis by 
going to Insert > Pivot Table > New/Existing Worksheet 


номе | INSERT 


2| «РТ 

PivotTable Recommended 1 
PivotTables 
Tables 


Put the Months in the ROWS and the Sales $ in the VALUES area: 


== XS 


PivotTable Fields Y 


Choose fields to add to report: e 
H | 1 
Мате Ae 
[Row Labels sum of Sales $ 
0 3 Customers - 
January 1517857 Date 
Grand Total 1517857 7 Sales $ 
м Month » if 
Year 


Drag fields between areas below: 


Y FILTERS 1 COLUMNS 

= ROWS 2; VALUES 

Month Y Sum of Sales 5 v 
Defer Layout Update UPDATE 
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STEP 16: Now for the very cool part! 


You can move similar workbooks into the Folder we created in 
Step 1, say for subsequent months e.g. February 2016.xlsx, 
March 2016.xlsx etc 


Take Note: The Excel Workbooks have to have the same format 
and number of columns as in the workbook we imported in Step 
1 


Шыу ш 


Pips > Move to 2016 Sales February 2016 March 2016 


February 2070 March 2016 Sales.xlsx Sales.xlsx 
Sales xlsx Sales.xlsx 


STEP 17: In your Excel workbook, click on the imported data and 
this will open up the Workbook Queries pane (If this does not 
open, go to Power Query > Show Pane) 


Click the Refresh button (or you can go to Table Tools > Query 
> Refresh) 


C D E F G H | 1 K 
r Date Sales $ RM Month RM Year & - 
vx 
05/01/2016 80369 Janua 2016 Workbook Queries 
06/01/2016 ^ 53522[January ] 2016 T 
07/01/2016 67320 January 2016 7 2016 Sales [3 
08/01/2016 66663 January 2016 Tr onde 


09/01/2016 58146 January 2016 
10/01/2016 83288 January 2016 
z 11/01/2016 22024 January 2016 
12/01/2016 64750 January 2016 
13/01/2016 53586 January 2016 
14/01/2016 14333 January 2016 
15/01/2016 29570 January 2016 
16/01/2016 83468 January 2016 
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STEP 18: This will import the February 2016.xlsx and March 
2016.xlsx data into the Excel workbook and append it to January's 
data 


Customers m Date [x] Sales $ v | Month m Year Y 
February 2016 Sales.xlsx Acme, inc. 01/02/2016 77231 February 20 
February 2016 Sales.xlsx WidgetCorp 02/02/2016 42638 February 24 
February 2016 Sales.xlsx 123 Warehousing 03/02/2016 61936 February 
February 2016 Sales.xlsx Demo Company 04/02/2016 54587 February 
February 2016 Sales.xlsx Smith and Co. 05/02/2016 24175 February 
February 2016 Sales.xlsx Foo Bars 06/02/2016 65529 February 
February 2016 Sales.xXlsx ABC Telecom 07/02/2016 65536 February 
February 2016 Sales.xlsx Fake Brothers 08/02/2016 26792 February 
February 2016 Sales.xlsx Acme, inc. 09/02/2016 32021 February 
February 2016 Sales.xlsx Widget Corp 10/02/2016 68489 February 
February 2016 Sales.xlsx 123 Warehousing 11/02/2016 48185 February 
February 2016 Sales.xlsx Demo Company 12/02/2016 55824 February 
- “Te “Чч i ч J 


Nas Band с 


STEP 19: Now you can Refresh the Pivot Table and the new 
imported data will be reflected 


[| п t 

_Row Labels ~ Sum of Sales$ _ 
January 1517857 
February 1573939 
March 1737130 
Grand Total 4828926 


Next month all you have to do is drop in the new month's workbook 
into the 2016 Sales Folder and Refresh the Query & the Pivot Table 
to see the results! 


Power Query: Consolidate Multiple Wort 615 ) WORKING WITH DATA 


Go back to Working with Data Go to Table of Contents 


Power Query: Unpivot Data 


Power Query allows you to extract data from any source, clean and 
transform the data and then load it to another sheet within Excel, 
Power Pivot or the Power BI Designer canvas. 


One of the best features is to Unpivot Columns. 


What that does is transforms columns with similar characteristics 
(e.g. Jan, Feb, March...) and puts them in a unique column or tabular 
format (e.g. Month), which then allows you to do further analysis 
using Pivot Tables which was not possible before unpivoting. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Highlight your data and go to Data > Get & Transform 
Data > From Table/Range 


Home Insert Page Layout Formulas Data Review View Help 


{= E From Text/CSV ЈЕ Ра Queries & Connections 
rà 
gzz E From Web май 
беї Refresh 
Data ~ E From Table/Range All = 


Get & Transform Data Queries & Connections 


Lo Recent So 


g Connections 
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STEP 2: This opens the Power Query editor and from here you need 
to select the columns that you want to unpivot 


k = Table.TransformColumnTypes(Source,(("CUSTOMER", type text}, ("Jan", Int64.Type}, {"Feb", Int64.Type}, {"Маг", Int64.Type} 
ЕП, CUSTOMER [зап [+] е» [-|Ma |#|Аи [+|May [| ма || Jul -|Aug [~|Sep [ое [+| Nov -|pec —1-] 
1 Acme, inc. 1625 3866 7068 5276 4822 8421 6138 4932 6864 7780 9601 3091 
2 Widget Corp 1481 1424 8957 3753 1159 6678 4639 2799 5354 8349 7218 7879 
3 123 Warehousing 8704 6881 3161 4636 4011 8291 3595 7724 6106 2402 4304 6439 
4 Demo Company 4118 3671 2425 9649 9152 8631 8253 3070 7745 2232 8616 4337 
5 Smith and Co. 9273 9492 4711 7431 1223 6151 2442 7277 6641 9998 5727 2771 
6  FooBars 9640 3024 7757 8310 4151 7381 9517 4715 5928 2734 9207 3528 
7  ABCTelecom 8566 8602 3657 3915 4000 8649 7186 7489 4353 3137 6220 8772 
8 Arsenal FC 9522 4893 9454 6286 5074 5808 9930 7884 9007 7183 7414 2612 
9 Fake Brothers 3325 6938 9708 8632 1425 6944 9987 4418 5076 2439 3164 7128 


STEP 3: You then need to go to the Transform tab and select 
Unpivot Columns 


— = - - - 


Home Transform 


Tu ШЕШШ 28 transpose 


ЗЕ Reverse Rows — 15 Replac 
Group Use First Row Я I». 
By As Headers» 2H Count Rows ЇР, Replace Errors 


Add Column View 


; Whole Number ~ [Ч Fill ~ =l Rename 


© Pivot Column RIH Move ~ 
| Unpivot Columns ~ C 


Table Any Column 


STEP 4: Go to the File tab and choose Close & Load 


ae Close & Load El 


Close & Load To... 
E. 


n Discard & Close 


X 


Е" Options and settings > 


ө Send feedback > 
Ө + 


ap About 
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STEP 5: This will load and open the unpivoted data into a new 
worksheet with your Excel workbook. Now you can go crazy with 
your super analytical work, using Pivot Tables or other tools. 


A 

1 CUSTOMER 
2 |Acme, inc. 
3 |Acme, inc. Feb 
4 |Acme, inc. Mar 
5 [Acme, inc. Apr 
6 |Acme, inc. May 
T |Асте, їпс. Jun 
8 Acme, inc. Jul 
9 |Acme, inc. Aug 
10 |Acme, inc. Sep 6864 
11 |Acme, inc. Oct 7780 
12 |Acme, inc. Nov 
13 | Acme, inc. Dec 
14 |Widget Corp Jan 
15 | Widget Corp Feb 1424} 
16 Widget Corp Mar 8957 
17 |Widget Corp Apr 

Z M с ge Co а 2 
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Quick Reports With Excel Custom 
Views 


Whenever І wanted to print my Excel worksheet for a report, | 
usually had to trim down the data and do changes like hiding the 
columns so it could fit into one page. 


Other common scenarios would be, hiding employee salaries 
or filtering out sensitive customer data. 


It is cumbersome because after printing it out | had to undo the 
layout changes one by one! 


Thankfully Excel has Custom Views that lets you revert and save 
your layout changes in a single click! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: You need to set a default view first. 


Once you have the layout that you use most of the time, go to View 
» Custom Views: 


Home Insert Page Layout Formulas Data Review 


ВЕ ЕЕ E ormula Bar E Fo} 


Normal Page Break Page | Custom 


of 
Gridlines |V| Headings Zoom 100% Zoomto М 
Preview Layou Selection Win 
Workbook Views Show Zoom 
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STEP 2: Click Add to create a new Custom View. 


Type in Normal View and click OK. 


Add View ? x 


Name: Normal View 
Include in view 

M Print settings 

М Hidden rows, columns and filter settings 


STEP 3: In preparation for the second Custom View, select the first 
4 columns, right click and select Hide. 


j mmm mmc == 


% Cut 
EB Copy 

Hm Paste Options: 
ГА 


Paste Special... 


Delete 


Clear Contents 


, 
! 
Insert » 
? 
i 
? 


Format Cells... 
Column Width... 
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STEP 4: Go to View> Custom Views: 


Home Insert Page Layout Formulas Data View Д 


EJ EH тт Ai 


Normal Page Break Page| Custom Zoom 100% Zoomto 


à | Gridlines [V] Headings : 
Preview Layout Views Selection \ 


Workbook Views Show Zoom 


STEP 5: Click Add to create a new Custom View. 


Type in Hidden Columns and click OK. 


Add View ? X 


Name: | Hidden Columns 


Include in view 
Print settings 
Hidden rows, columns and filter settings 


cone 


STEP 6: Let us now try out our Custom Views in action. 
Go to View > Custom Views. 


Select Normal View and click Show. 


Custom Views ? x 


Views: 
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You can see all of the columns displayed. 


A B с D E F 
1 PRODUCTS SALES PERSON SALES REGION ORDER DATE 
2 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 2012-04-13 24,640 
3 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 2012-12-21 24,640 
4 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 2012-12-24 29,923 
5 LONG ISLANDS INC SOFT DRINKS Michael Jackson AMERICAS 2012-12-24 66,901 


STEP 7: Now let us try the second custom view. 
Go to View > Custom Views. 


Select Hidden Columns and click Show. 


Custom Views ? x 
Views: 
Normal View [= ] 
Close 
Add... 


The columns are hidden right away in a click! 


E F G H | 
1 ORDER DATE FINANCIAL YEAR SALES MONTH SALES QTR 
2 2012-04-13 24,640 2012 January Qi 
3 2012-12-21 24,640 2012 February Qi 
4 2012-12-24 29,923 2012 March Qi 
5 2012-12-24 66,901 2012 April a2 
6 2012-12-29 63,116 2012 May а? 
p 2012-06-28 38,281 2012 June 92 
8 2012-06-28 57,650 2012 July аз 
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Smart Lookup in Excel 


There were times when I was working in a spreadsheet and | had to 
do a quick internet search to understand some of the words in my 
cells. 


The process was, copy the text, paste on my browser, and click 
search. 


Little did | know that since Excel 2016, there is a feature 
called Smart Lookup! Smart Lookup allows me to make word 
searches inside Excel! 


Let us say we want to know more about these names in our 
spreadsheet: 


8 |John Michaloudis 
9 |Michael Jackson 
10 Homer Simpson 


11 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


The steps are very straightforward, which are outlined below: 


STEP 1: Pick first the name or cell containing the text you want to 
search: 


s |John Michaloudis 
9 | Michael Jackson 
10 Homer Simpson 


44 | 
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STEP 2: Go to Review > Smart Lookup: 


Smart Lookup.xlsx - Excel 


Home Insert Page Layout Formulas Data | Review | View Power Pivot Q Tell me what you want to do 


| АЎ J Show/Hide Comment 1 "i 8 Protect and Share Workbook 

| К 2 Show All Comments uu =й x EF Allow Users to Edit Ranges 
Spelling Thesaurus New Delete Previous Next gem Protect Protect Share _ 

| Comment 2 Show Ink Sheet Workbook Workbook [ Track Changes ~ 

| Proofing Insights [Language Comments Changes 


STEP 3: You can now see my picture and details inside Excel which 
is using Bing's web search inside the Smart Lookup pane! 
Thanks Smart Lookup! 


m L] 
ш ©” + Smart Lookup.xlsx - Excel Signin 9 = п 


File Home Insert Page Layout Formulas Data Review View Power Pivot Q Tell me what you want to do 2 Share 


| ABC Eg 36) [sh + K = ? Show/Hide Comment єз Protect and Share Workbook 
E Еура zj EQ [3 


[m] Show All Comments Eg Allow Users to Edit Ranges 
Spelling Thesaurus Smart — Translate New Delete Previous Next g Protect Protect Share _ 
| Lookup Comment ‘Ő Show Ink Sheet Workbook Workbook [ Track Changes ~ 


Proofing Insights Language Comments Changes 


| A8 z fe | 'John Michaloudis 


A B a 


Smart Lookup 


;SMART LOOKUP It — ~- 
; EXCEL Exc. 
5 = m 


ids 
Bo 


More 


Web search 


9 Michael Jackson 


leat = John Michaloudis | Linkedin 
|10 Homer Simpson 


https://www.linkedin.com/in/johnmichaloudis 
pus View John Michaloudis' professional profile on Linkedin. 
| 12) Linkedin is the world's largest business network, helping 
13 | professionals like John Michaloudis discover inside connectio’... 


[14] 
15| 

| 16 | E 
7 X 


. FORMULA _ © MEM n 
Ready = [:::] [E] E “= 


[2 
X 
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Sparklines: Add Marker Colors 


When using Sparklines, did you know that you can customize 
specific parts to show your color of choice? It’s very easy to do and 
we will do this on 2 types of Sparklines! 


Here is our Win/Loss Sparkline: 


MONTH Qi Q2 Q3 Q4 
January 696 796 -296 596 — кышы шыш 
February 5% 6% -496 896 — TT шш 
March 8% -10% 3% 2% -— -— шын шыш 
April -1096 -3% -1% -8% — шыш ЫШ ЫШ 
Мау 5% -5% -5% 6% — Vm ан C 
June 796 496 -496 -396 — ы, m 
July 9% -1% -6% -9% EM um mmm umm 
August 296 596 1096 396 — ш Н ш 
September -2% 9% -596 "99556 ины CU | 
October 996 -296 -4% 10% — Vm m C 
November 096 1096 096 -7% — Г 
December 496 -296 -6% -796 — | — MA 


And here is our Column Sparkline: 


NORTH 86 61 67 90 41 35 41 9 6 5 9 аз Bam... Ё 


SOUTH 44 2 28 34 25 76 3 40 1 74 37 92 maamal m Na 
EAST 19 10 73 90 98 52 74 зз 58 17 25 эл _ glee h] 
WEST 76 90 87 87 46 43 30 90 86 13 9 є ШЕНь. 88 _- 


| NORTHEAST 13 36 29 20 15 90 72 61 28 17 12 6 _„-_ Ee. и 
| SOUTHEAST 89 25 45 10 86 52 90 87 27 в 90 38 = Halli. B. 
| NORTHWEST 16 24 61 45 70 5 5 48 100 34 35 72  .mNmNH «axB..m 
| SOUTHWEST 3 8 15 86 32 45 97 59 12 97 98 18 ___==йш FB. 

CENTRAL 54 44 33 90 47 GA 14 25 98 18 81 30 ma.lM.m B N. 
| HIGHLANDS 36 62 40 75 57 46 22 62 76 63 2 8 «Sin lle Iii. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 
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STEP 1: To change the negative color of your Win/Loss Sparkline 
you need to select Marker Color > Negative Points > Select Color 


Let us select Red. 


Pagelayout ^ Formulas Data i i el Design 


^ AA ит High Point C] First Point a 

A V ge а _ з циші 1 пиши: p nan: з unu: : unma: a пшн f 

Edit ко my Low Point C] Last Point mi » mi a wi »| mi »: mi: rim е 
D ine olumn и 


' i Ir Ungroup 
is 


Data ~ Loss | | ™ Negative Points heme Colors 
Sparkline Type Show Style : B шишишшииш 
F8 X fe [Z HighPoint » 
LZ. LowPoint > 
[um uq Sees : ИШ : ШИ 
LZ. First Point > 
T MONTH Qi o2 Qs Q4 СУ іар Standard Colors 
5 t Point > 
8 January 6% 7% -2% 5% e HES шишшшшш 
9 February 5% 6% -496 8% — a 
ag March 8% -10% 3% 2% a More Colors... 
11 April -10% -3% -1% -8% 
12 May 5% -5% -5% 6% 
13 June 7% 4% -4% -3% 
14 July 9% -1% -6% -9% 
15 August 2% 5% 10% 3% 
16 September -2% 9% -5% -9% 
17 October 9% -2% -4% 10% 
18 November 0% 10% 0% -7% 
19 December 4% -2% -6% -7% 
20 


STEP 2: To change the high point color of your Win/Loss Sparkline 
you need to select Marker Color > High Point > Select Color 


Let us select Green. 


er Colors.xlsx - Excel kline T ical 


Data Review View Help Q Tell me what you want to do 
First Point 2 Sparkline Color ~ jv igi 
Last Point orna Aon mma ee hs a LT mu hl a pe In Ungroup 
is 
~ Clear ~ 
Style , Group 
Theme Colors 


D E F G| H coim 
Ls irst Point 
SEY NY = | 
= LZ LastPoint THIT 
= ач HH: UEEEEN 
-296 596 Recent Colors 
-4% 8% == _ = " E 
[A 
ws More Colors... 

3% 2% шшш = E — ] 
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Your Sparkline is now ready! 


MONTH Qi Q2 Q3 Q4 
January 696 796 -2% 5% шшш Шш ee шшш 
February 5% 6% -4% 8% шын —] —— шыш 
March 896 -1096 396 296 —— кыш шшш 
April -1096 -396 -196 -8% -— ЫШ — A 
May 596 -596 -596 6, 77 wm mmm ишш 
June 796 496 -496 -3% н — э ини 
July 9% -1% -696 -9% "T" " um ums umm 
August 296 596 1096 E ee Шын Шш 
September -2% 9% -5% -9% e ee шш 
October 9% -2% -496 100, == um mmm шшш 
November 096 1096 096 -796 ани — 
December 4% -2% -696 -7% 97 um шыш m 


STEP 3: To change the low point color of your Column Sparkline you 
need to select Marker Color » Low Point » Select Color 


Let us select Red. 


ш ©” Sparklines- Add Marker Colors.xlsx - Excel 
File Home Insert Page Layout Formulas Data Review View 
As AK nr 41 High Point L First Point 
DE en i3 ES = us Point [C] Last Point Wh, dut 
Data ~ Loss 1 Negative Points 
Sparkline Type Show 
N8 M fe 
] A B с D E [s G H 1 
if 
8 NORTH 86 61 67 90 41 35 41 91 
9 SOUTH 44 25 28 34 25 76 3 40 
10) — EAST oe ol Fa bo oes Eee: 
11 WEST 76 90 87 87 46 43 30 90 
12| NORTHEAST 13 36 29 20 15 90 72 61 
13 SOUTH EAST 89 25 45 10 86 52 90 87 
14| NORTHWEST 16 24 61 45 70 5 5 48 
15| SOUTH WEST 3 8 15 86 32 45 97 59 
16 | CENTRAL 54 44 33 90 47 64 14 25 
17, HIGHLANDS 36 62 40 75 57 46 22 62 


Design 


Q Tell me what you want to do 


Style 


[2 Sparkline Color ~ w і 
T E) ~~ Tf Ungrou 
М s | Axis 11 Ungroup 


LZ Negative Points » |» Ê Clear ~ 
Group 
L^ High Point Д 
Theme Colors 
GZ First Point BH нинин 
@ Last Point 


| ii 


пага Colors 
пиш TENNENE 
Recent Colors 

иш 


€» More Colors... 
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STEP 4: To change the high point color of your Column Sparkline 
you need to select Marker Color > High Point > Select Color 


Let us select Green. 


H S- 


Home Insert 


Page Layout 


Sparklines- Add Marker Colors.xlsx - Excel 


Formulas 


Data 


Q теі me what you want to do 


Review View Help Design 


z t [7] High Point C] First Point GZ Sparkline Color ~ IB] Group 
Me de | "n" == j : 
Me | M оир C tastPoint | Me d Wh dug We ag ud dr ues ММ. mr Ts Ungroup 
Edit Line |Column| Win/ = E ^— Axis 
Data ~ Loss | 1 Negative Points “LZ Negative Points » |» Ф Clear ~ 


Sparkline 


N8 


Show 


Style Group 


> 


ТАЕ E Sees 


^ First Point 


- 
"i 
= 
Г” 
— 


Last Point 


Т ВЕ ГП 
Hasmall m Hall Standa 


10 - Ell и.в 

n WEST TT ee | RR — 

12| NORTH EAST --. Rn. mu Q More Colors... 

13| SOUTH EAST Е. Hal. d. 

Your Sparkline is now ready! 
4 А B c D E F G H ] 1 к L M N 
7 REGION JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 
8| NORTH 86 61 67 90 41 3 4 9 6 59 9 88 Шиний. „Шии d 
9| SOUTH 44 25 28 34 25 76 3 40 1 74 37 92 semen o Ш 
10| — EAST 19 10 73 90 98 52 74 зз 58 17 25 эл — HüN. n.a |J 
1| — WEST 76 90 87 87 46 43 30 90 86 13 9 26 ШШ. Ш8 _- 
12| NORTHEAST 13 36 29 20 15 90 72 6 28 17 12 6 .- Büm. ac 
13| SOUTHEAST 89 25 45 10 86 52 90 87 27 8 90 38 l sa Sell O_O. 
14| NORTHWEST 16 24 61 45 70 5 5 48 100 34 35 72 __ Шиши 
15| SOUTHWEST з 8 15 86 32 45 97 59 12 97 98 18 _ JB.sEs FN. 
16| CENTRAL 54 44 33 90 47 64 14 25 98 18 81 30 ma-Mam B m. 
17| HIGHLANDS 36 62 40 75 57 46 22 62 76 63 2 8 sialis ON. 
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Sparklines: Column 


Sparklines were introduced in Excel 2010 and they show a graphical 
representation of your data in one cell. A Column Sparkline is best 
used when you have lots of data points. 


You can style them in different colors and add a marker for the High 
and Low points of your data. As your data changes so do the 
Sparklines. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the Numbers Range 


37 


76 87 87 46 43 30 90 86 13 26 


97 


CENTRAL re nom 


HIGHLANDS 62 75 57 62 76 63 25 
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STEP 2: Go to Insert > Sparklines > Column 


Page Layout Formulas Data Review View Help Design Q Tell me what you want to do 


[umm] 
j 2 ЕЁ Get Add-ins т | ч = "M n 
m. ; b -in dus — S ie c 
ible Recommended Illustrations Ф My Add-ins ~ Recommended ` е z ni Maps PivotChart 3D Line Column Win/ 
Pivot Tables . ea Chats -k~ ~ . Map ~ Loss 
Tables Add-ins Charts fs! Tours Sparklines 
M fe | 86 


NORTH 86 EST ba ШУН 204159 ee 4399 БОЗЕ REGI БЕЗЕ БЕШЕ ЕАН 
STEP 3: Select the location on where to put your sparklines. 


Click OK. 


4 A B c D E F G H 1 1 [4 L M N o Р | Q 
7 REGION АМ РЕВ MAR APR MAY JUN JUL AUG SEP ОСТ NOV DEC — — — — — — 
8| NORTH 86 61 67 90 41 35 4 91 6 59 9 8 | | | Create Sparkines ? 
9 SOUTH 44 25 28 34 25 76 3 40 1 74 37 92 | | Choose the data that you want 
10 EAST ie. tO xe КООШ БВ БО jue БАЗ БВ sms p КӨЛ | | Data Range: Б&М17 
11 WEST us 90 87 87 46 23 20 90 А 86 13 = 5 І | Choose where you want the sparklines to be placed 
ee NORTHEAST ES 36 29 20 15 90 72 61 28 ar 12 ei 1 E Location Range: | SNS&SNS17] 
13| SOUTH EAST | 89 25 45 10 86 52 90 87 27 8 90 38 1 T 
14| NoRTH WEST| 16 24 6&1 45 70 5 5 48 100 34 35 72 | i Cancel 
15| SOUTH WEST 3 8 15 86 32 45 97 s9 12 97 98 18 | i 
16| CENTRAL | 54 44 | 33 90 47 64 [14 25 98 18 81 30 | H 
17| HIGHLANDS 36 62 40 75 57 46 22 62 76 63 25 8 | і 


А В [e D E F G H | J K L M N 


8 NORTH 86 61 67 90 41 35 41 91 67 59 9 зз Masi... i 


9| SOUTH 44 25 28 #34 25 76 3 40 1 74 37 92 meme и. Ш 
10 EAST 19 10 73 90 98 52 74 33 58 17 25 эл _ ШШШ. 
11 WEST 76 90 87 87 46 43 зо 90 в 13 9 2 BüNNa..HN _. 


12| NORTHEAST 13 36 29 20 15 90 72 61 28 17 12 6 4. Bü. c 

3| SOUTHEAST 89 25 45 10 86 52 90 87 27 в 90 38 Bim Hal. й. 
14| NORTHWEST 16 24 61 45 70 5 5 48 10 34 35 72 __ Шиш и. 
15| SOUTHWEST 3 8 15 86 32 45 97 59 12 97 98 1: . .BM.alm NE. 
16| CENTRAL 54 44 33 90 47 64 14 25 98 18 81 30 mm-Mam JN Ш. 
17| HIGHLANDS 36 62 40 75 57 46 22 62 76 63 2 8 minina. nii. 
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Sparklines: Lines 


Sparklines are a handy way to show a graphical representation of 
your data in one cell. 


You can style them in different colors and add a marker for the High 
and Low points of your data. As your data changes so do the 
Sparklines, which gives them that much more power. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the Numbers Range 


A 


January 90871 94151 36305 165000. 


February 49,859 56,757 75,200 130,000 
March 
April 
May 
June 78,318 21,615 29,288 67,729 


му (67819 86526 37855 79894 


August 28,506 68,783 18,593 96,922 


September | 71,404 59,187 86627 40548. 


October 20,096 46,131 49,298 46,927 


November | 78951 12210 91133 34003. 


December 71,114 55,421 21,964 56,346 
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STEP 2: Go to Insert > Sparklines > Line 


Sparklines- Lines.xlsx - Excel 


Formulas Data Review View Help Design Q Tell me what you want to do 


— = к= 5 к = 
07 09 ә | Blender EP js р рь in Be Е 
= т » - Wh Fi на 
PivotTable Recommended Illustrations Ф My Add-ins ~ gi Recommended D- E Ш Maps PivotChart 3D Line Column Win/ Slicer 
PivotTables T Charts ч =- т z Мар” Loss 
Tables Add-ins Charts fs! Tours Sparklines F 


STEP 3: Select the location on where to put your sparklines. 


Click OK. 


B £6 D E E | 6 H J K 
8 January 90,871 94,151 36,305 165,000 TES Create Sparklines ? x 
9 February 49,859 56,757 75,200 130,000 | Choose the data that you want o 
10 March 70,779 12,600 59,880 23,458 | Data Range: | BS:E19 lt] 
a April GM DURS туш E Фол ! ! Choose where you want the sparklines to be placed 
12 May 30,464 75200 34330 38129 | ; ocation Range: | $FS8:SFS19| 
13 June 78318 21,615 29288 67729 | І ) 
L July 67819 86526 37856 79894 | | 
15 August 28,506 68,783 18,593 96922 ! i 
16 September 71,404 59,187 86,627 40,548 А ! 
17 October 20,096 46,131 49,298 46,927 І ! 
18 November 78,951 12,2210 91,133 34,003 І 
19 December 71,114 55,421 21,964 56,346 Д i 


---22-2-2-2-2-2-2-2------— 


You now have your Sparkline ready! 


A B С р Е F | S 
> MONTH a qm а а 


8 | January 90,871 94,151 36,305 165000  ———  — 
9 February 49,859 56757 75,200 13000 | | —.— 
10 March 70,779 12600 59,880 23,458 xwxw 
" April 84,084 10497 70,886 71,775 ln o. c 
12 May 30,464 75,200 34,330 38,129 ~ 


13 June 78,318 21,615 29,288 67,729 “~ 
n July 67,819 86,526 37,856 79894 ~ 
15 August 28,506 68,783 18,593 96,922 miu sl 


16 | September 71,404 59,187 86,627 40,548 — N 
17 October 20,096 46,131 49,298 46,927 ee 0T 
18 | November 78,951 12,210 91,133 34,003 en d eig 
19 | December 71,114 55,421 21,964 56,346 . MEE c rs 
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Sparklines: Win or Loss 


When you have a large data set with positive and negative numbers, 
a great way to visualize the trend is to add a Win/Loss Sparkline 
next to your data. 


That way you or the reader can easily spot the trends and patterns. 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


To enter a Win/Loss Sparkline in Excel you firstly need to follow 
these steps: 
STEP 1: Select your data 


Á 
7 
8 
9 


10 
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STEP 2: Go to Insert > Sparklines > Win/Loss 


Sparklines- Win or Loss.xlsx - Excel 


Formulas Data Review View Help Design Q Tell me what you want to do 


l2 E>) ЕЁ Get Add-ins н : A » M у 
PivotTable Recommended Illustrations My Add-ins ~ Recommended ~“ и : - Win/ Slice 
PivotTables z a Charts Loss 
Tables Add-ins Charts fs! Tours Sparklines 


STEP 3: Select the range that you want to insert the Win/Loss 
Sparklines (this is usually the next column after your data ends) and 
press OK 


A 


| б H | 1 J | K 
7 MONTH 
8 January Create Sparklines ? x 
9 February Choose the data that you want 
10 March Data Range: |B&E19 ES 
11 April 


Choose where you want the sparklines to be placed 


12 May «бетер Location Range: | 558:5Е519 
13 June 7% E 


[э] 


14 July Cancel 
15 August 

16 September 

17 October 

18 November 

19 December 


STEP 4: You can change the Style of the Sparkline by clicking in the 
Sparkline (which activates the Sparkline Tools Tab in the ribbon) 
and then choosing the Style drop down box 


Н ©” @ = Sparklines- Win or Loss.xlsx - Excel 
File Home Insert Page Layout Formulas Data Review View Hel Q Tell me what you want to do 
р E y 
" | wire : = = Г» 
Me WA ITF. ee) H High Point [ | First Point LZ Sp 
“ я E ve um Гс Point [ ] Lact Point pme pnma шиша тоц) num) a, aut Ем 
ine olumn и 
Data ~ Loss [7] Negative Points 
Sparkline Type Show p pna pna pna a pa a g 
F8 T А 
4| A | B | c D [m pm p ppa p an mmy 1 
7 MONTH Qi a2 Q3 
8 January 6% 796 -296 ишин „ишин „ии Lit И А А илин 
me I шт I m i I m t I m i I mi I 
9 February 5% 6% -4% 
10 po 896 -10% 3% ий" pa ppa ууа app n E ap 
11 Apri. -1096 -396 -1% 
d May inl эм SN | nung d иши pomami 1 пиш: 1 пиш 
= Г T p A" mi r" mrT' e! mir r wi! : wj ! 
une - 
14 July 9% -1% -6% тоо | — И NEN 
15 August 296 596 1096 396 шин шын шын Шш 
16 September -2% 9% -5% -9% | ee шыш 
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Your Sparkline is now ready! 


4 А EE NER ee БЕС I E | F | 4 
7 MONTH Q1 92 оз Q4 

s | January 6% 7% -2% 5% — кз. шш 
9 February 5% 6% -496 896 -— шш. EN 
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View Multiple Worksheets in Excel 


| usually have a workbook that has a lot of worksheets, and I have to 
view multiple sheets at the same time. Switching tabs back and forth 
just to compare the contents drives me nuts! 


Did you know that you can view multiple worksheets in Excel? Let 
me show you how! 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Go to View > Window > New Window 
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You will notice that there is a new window that is opened. You can 
notice that there is a number at the end of the filename indicating 
the window number - .xlss:2 


How to View Multiple Worksheets in Excel.xisc2 - Excel 
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STEP 2: Now let's arrange the windows to view all of them side by 
side! 


Go to View > Window > Arrange All 


Select Vertical and Click OK. 
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Windings Symbols in Excel 


Wingdings is a symbolic font that a lot of us use for fun. | do that a 
lot too! But what if we wanted those cool symbols to be of good use 
in Excel? 


Whenever I tried typing using the Wingdings font, | was not sure 
which symbol | would get! 


| will show you how easy it is to pick a cool Wingdings Symbol and 
use it in your Excel worksheet! 


Here is a sample usage of a Wingdings symbol for stock prices: 


Exercise Workbook: 


DOWNLOAD EXCEL WORKBOOK 


STEP 1: Select the cells that you want to place the symbols in: 
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From the Font dropdown, select Wingdings: 
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STEP 2: Now that our cells are able to accept Wingdings symbols, go 
to Windows Start (Windows 10) > Search Bar > Character Map 


If you have an older version of Windows, go to Start > All Programs 
> Accessories > System Tools > Character Map 
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STEP 3: You will now see all the characters! Ensure the 
Font is Wingdings. 


Double click on the symbol you want to use. Click Copy. 
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Do the rest for the other cells, and you have used Wingdings 
Symbols! 
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NOTE: Another way is to click in a blank cell and go to Insert > 
Symbol » Font: Windings » Insert » Close. 
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Stand out from th 


We would like to thank you again for taking the time to check out our Excel 
Tips Book! We hope you’ve found value in it and can use it as a guide to 
help you gain more Excel knowledge which will make you more productive, 
give you more confidence and ultimately make you stand out from the 
crowd! 


www.MyExcelOnline.com/webinars to get free online Excel training! 


www.MyExcelOnline.com/academy/enroll-eg/ to enroll to our Flagship 


Excel Course and be an Excel Expert in no time! 


ebooks.MyExcelOnline.com to get our bestselling Excel Books! 


www.MyExcelOnline.com/microsoft-excel-consulting-services to get fast 
Excel help from our Excel Experts! 


www.MyExcelonline.com/blog to get daily tutorials on Formulas, Pivot 
Tables, Charts, Analysis, Macros & Power BI! 


Feel free to email us regarding anything Excel related, improvements and 
o v v Support@myexcelonline.com 


To Your Success! 


John Michaloudis & Bryan Hong 
MyExcelOnline.com 
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